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Project GROWS
Job Description

Executive Director
Title: Executive Director
General Statement of Responsibilities
The Executive Director reports directly to the Board of Directors, and is responsible for the organization's consistent achievement of its mission and financial objectives.  In addition to the primary focus of the Executive Director, the ED will be expected to support the organization by assisting the staff in farm maintenance, planting, harvesting, and direct educational service to children and youth when the need is identified.  
Major Duties:
Assure that the organization has a long-range strategy/strategic plan which achieves its mission, and toward which it makes consistent and timely progress.

Provide leadership in developing programs with staff, organizational/financial planning with the Board of Directors and staff, and carrying out plans and policies authorized by the board.

Promote active and broad participation by volunteers in all areas of the organization's work.

Maintain official records and documents, and ensure compliance with federal, state and local regulations.

Maintain a working knowledge of significant developments and trends in the field.

See that the board is kept fully informed on the condition of the organization and all important factors influencing it.

Publicize the activities of the organization, its programs and goals.

Establish sound working relationships and cooperative arrangements with community groups and organizations.

Represent the programs and point of view of the organization to agencies, organizations, and the general public.

Be responsible for the recruitment, employment, and release of all personnel, both paid staff and volunteers.

Ensure that job descriptions are developed, that regular performance evaluations are held, and that sound human resource practices are in place.

See that an effective management team, with appropriate provision for succession, is in place.

Encourage staff and volunteer development and education, and assist program staff in relating their specialized work to the total program of the organization.

Maintain a climate which attracts, keeps, and motivates a diverse staff of top quality people.

Be responsible for developing and maintaining sound financial practices.

Work with the staff, Finance Committee, and the board in preparing a budget; see that the organization operates within budget guidelines.

Ensure that adequate funds are available to permit the organization to carry out its work.

Jointly, with the president and secretary of the board of directors, conduct official correspondence of the organization, and jointly, with designated officers, execute legal documents.

Other duties as assigned.
Knowledge:
A Masters Degree in Nonprofit leadership, Business Management, or a Human Service Discipline and/or 3 years experience in the nonprofit field is required.   A degree in sustainable agriculture and/or 3 years experience working on a small market farm is required. In addition, must have a basic knowledge of Permaculture and be able to work outside in physically demanding environments.   Possesses understanding of the importance of affecting change through interpersonal relationships.   
Skills: 
Experience with/knowledge of working with children and youth from diverse backgrounds. Has intimate knowledge of the flow of a full season in a production garden/farm.  Proven ability to manage multiple priorities.  Proven ability work collaboratively as a team.  Has the ability to build leadership qualities and empower staff, volunteers, and children and youth to participate in the decision making opportunities in the organization.  Has the ability to build and maintain trust among community members, the staff, and the board of directors.  
Abilities: 

Project Grows seeks an individual with excellent interpersonal, customer service, time management and organizational skills and who has demonstrated experience monitoring and meeting deadlines. Possesses an ability to manage various community relationships and to effectively and diplomatically communicate information verbally and in writing.  
Physical Attributes and/or Environmental Issues
The position will require the Executive Director to be both comfortable in an outdoor setting engaging plants, comfortable working independently in an office setting, as well as comfortable providing instruction and/or workshops to youth on and off-site.  
Performance Standards
The Executive Director will meet monthly with the Board of Directors to communicate the success of the organization at meeting organization goals and report identified areas of opportunity for the organization to focus on.  The Executive Director will meet annually with the Board of Directors to evaluate the effectiveness of the ED’s leadership of the organization for the previous year.  

I have read, understood and can perform the requirements of this position. I also understand that these are the current requirements of this position and that these requirements may be changed, modified, added-to or eliminated at any time based upon the needs of our organization and partners.

Employee Signature ______________________________________ 
Date ____/_____/________

Secretary of Board of Directors     ________________________________Date ____/_____/_______

President of Board of Directors ___________________________________Date ____/_____/_______
