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INTERIM EXECUTIVE DIRECTOR JOB DESCRIPTION 

 
The Interim Executive Director is the key management leader of Gracious Grounds and is 
responsible for overseeing the administration, programs and strategic plan of the organization for a 
defined period. This position oversees a volunteer and paid staff of approximately ten individuals, an 
operating budget of $400,000 and the housing of approximately 50 individuals with varying needs at 
three separate properties. Other key duties include fundraising, marketing, and community outreach. 
The position reports directly to the Gracious Grounds Board of Directors. 
 

GENERAL RESPONSIBILITIES 
 
Interim Specific Parameters: 
 

1. Decisions that represent material changes to the budget of Gracious Grounds ($500 or more) 
must be considered and made in cooperation with the board of directors.  

2. Programmatic elements and ongoing operations of Gracious Grounds should not be altered or 
modified significantly without communication to, and approval from, the Gracious Grounds 
board of directors.  

 
Board Governance: 
 

3. Works with board in order to fulfill the organization mission. 
4. Responsible for leading Gracious Grounds in a manner that supports and guides the 

organization’s mission as defined by the Board of Directors. 
5. Responsible for communicating effectively with the Board and providing, in a timely and 

accurate manner, all information necessary for the Board to function properly and to make 
informed decisions. 
 

Organization and Program Leadership 

1. Oversee all programs, services and activities to ensure that strategic objectives are met and 
the comfort and confidence of key constituents (Donors, Residents, Families, Community At 
Large) are maintained.  

2. Recognize, anticipate and determine appropriate response to community and internal resident 
needs in conjunction with leadership staff and the Board of Directors.  

3. Provide direction and development opportunities to the leadership team.  
4. Review operating results of the organization, compare them to established objectives, and take 



steps to ensure that appropriate measures are taken to correct unsatisfactory results.  
5. Establish and maintain an effective system of communications throughout the organization.  
6. Work with the finance committee to prepare an annual budget to be approved by the Board of 

Directors.  
7. Approve expenditures that are allocated in established budget.  
8. Conduct searches and appoint staff.  
 

Community Relations  

1. Serve as chief liaison with other community organizations and key constituent groups.  
2. Encourage and accommodate the Gracious Grounds core staff (RA’s and Operations 

Manager) to maintain a visible presence within the community, serving on task forces, 
committees and other boards where Gracious Grounds’ presence is desirable.  

3. Establish and maintain an effective system of communications with constituents throughout the 
community. 
 

Fund Development and Advancement  
1. Work with the board and staff to raise funds from outside sources.  
2. Develop an annual campaign designed to solicit contributions from individuals, churches 

and businesses.  
3. Seek sources of grant funding and oversee grant applications to secure funding.  
4. Oversee communication to keep contributors and community knowledgeable about 

Gracious Grounds and its services.  
5. Maintain the existing donor base of Gracious Grounds through ongoing communication and 

transparency.  
 
Staff Supervisory Responsibilities  

1. Manage the organization team consisting of the Operations Manager and Resident 
Assistants (volunteer and paid).  

2. Carry out supervisory responsibilities in accordance with the organization's policies and 
applicable laws.  

3. Responsibilities include interviewing, hiring, and training employees; planning, assigning, 
and directing work; appraising performance; rewarding and disciplining employees; 
addressing complaints and resolving problems.  

 
 
 
QUALIFICATIONS  
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions.  
 
EDUCATION and/or EXPERIENCE  
Bachelor or above degree in social work, public administration, or related field with a minimum of 
five years’ experience working in a nonprofit organization, including program management skills, 
supervising staff and working with a board of directors. Experience working with other nonprofit, 
social service and community agencies. Working knowledge of nonprofit fiscal management.  
 
LEADERSHIP ABILITY  
Ability to lead a staff of professional employees, with the ability to provide vision and motivate staff. 
Demonstrated ability to identify staff strengths and development needs and to provide appropriate 



development opportunities. Ability to delegate effectively. Ability to maintain confidentiality 
regarding staff and organization matters. Must operate with integrity in all situations.  
 
SPIRITUAL MATURITY  
The Executive Director must possess a faith which finds its expression in social justice and love for 
people who are in need and concern for helping the community.  
 
FUND DEVELOPMENT SKILLS  
Demonstrated ability and willingness to personally solicit contributions from businesses, individuals 
and churches. Ability to identify new sources of funding and to actively solicit these funds. Ability to 
build relationships with foundations and other potential sources of revenue.  
 
CULTURAL AND INTERPERSONAL COMPETENCE  
Demonstrated commitment, and ability, to work with racially and ethnically diverse groups of 
people. Ability to relate well to a variety people (may be described as a “people person”).  
 
LANGUAGE SKILLS  
Ability to read, analyze, and interpret complex documents. Ability to respond effectively to sensitive 
inquiries or complaints. Ability to write effectively using original or innovative techniques or style. 
Ability to make effective and persuasive speeches and presentations on controversial or complex 
topics.  
 
REASONING ABILITY  
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to 
develop plans to move the organization forward.  
 
GROWTH MINDSET  
Must enjoy challenges, strive to learn, and consistently present opportunities for innovative 
strategies to achieve the mission.  
 
COLLABORATIVE SKILLS  
Ability to develop highly diversified teams working together inside and outside of Gracious 
Grounds with a shared purpose to utilize best practices and create partnerships that leverage 
resources to achieve our mission. 
 


