
Executive Director

Organization Overview

The Franciscan Center is an outreach agency with a mission, to provide emergency 
assistance and supportive outreach to persons who are economically disadvantaged in an 
effort to assist them in realizing their self-worth and dignity as people of God.   
Franciscan values provide the vision for this organization.

The goal of the Franciscan Center is to give immediate response and relief to the clients’ 
emergency needs and help them resolve the conditions that place them at risk, by 
providing a multiple services and programs.  

Job Description

The chief responsibilities of the Executive Director are to provide leadership in achieving
the organization’s mission, vision and Franciscan values, to oversee prudent fiscal 
management and fundraising efforts, to encourage organizational development, to 
cultivate and maintain partnerships with a diverse representation of service agencies, both
government and privately-funded, as well as to provide for the well-being of the 
organization and its employees by insuring compliance to the regulations that affect a 
501(c)(3) charitable organization.

Responsibilities Include:
Program Development and Administration

 Assure that the organization has a long-range strategy which achieves its mission,
vision and Franciscan values.

 Provide leadership in developing programs, organizational and financial plans.
 Maintain official records and documents to ensure compliance.
 Maintain  a  working knowledge  of  significant  developments  and trends  in  the

field.

Organization Operations
 Oversee the efficient and effective day-to-day operations of the organization. 
 Develop and support continuous improvement opportunities. 

Communication
 Foster effective teamwork between the Board and Executive Director and the 

Executive Director and staff.
 Ensure that the activities of the organization, its programs and goals are 

publicized.
 Establish working relationships with community groups and organizations.
 Cultivate key relationships on behalf of the organization.



 Serve as the spokesperson and increase awareness and influence of the 
organization.

 Correspond with donors through acknowledgment letters and newsletters.
 Initiate advocacy efforts for the Center’s programs and clients.

Employee Relations
 Be responsible for the employee life cycle for all staff.
 Ensure that job descriptions are developed and performance management 

practices are in place.
 See that effective management teams, with appropriate provisions for succession 

are in place.
 Be accountable to the Board of Directors through periodic goal setting and 

evaluations.
 Encourage staff development and education.
 Maintain a positive work environment which attracts, keeps and motivates a 

diverse staff.

Budget and Finance
 Be responsible for developing and maintaining sound financial practices.
 See that the organization operates within the budget guidelines.
 Work with the Development Department to ensure that adequate funds will permit

the organization to carry out its mission, vision and Franciscan values.
 Develop clear and concise metrics by program to facilitate outcome measurement.
 Execute legal documents.
 Monitor compliance with partnership agreements with organization’s funders and 

partners.

Position Requirements
The successful candidate will possess the following:

 A Minimum of five years of management experience is required.   Prior 
experience working in administrative positions in the non-profit sector is 
preferred.

 Strong written and oral skills.
 Knowledge of accounting software and computer programs.
 Proven ability to prioritize, delegate, multitask and problem solve in a multi-

services environment.
 Ability to work with community partners and organizations.
 Strong motivational and team building skills.
 Behave ethically - Understand ethical behavior and business practices, and ensure 

that your own behavior and the behavior of others are consistent with these 
standards and align with the Franciscan values of the organization.

 Ability to respect and support the capabilities and independence of staff and 
volunteer leadership.



 Experience working in progressively responsible positions with non-profit 
agencies.

 Experience working in an administrative role with homeless services organization
preferred.

 A bachelor’s degree in Business Administration, Human Services, non-profit 
management or related field is required.  Master’s degree is preferred.


