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EXECUTIVE DIRECTOR JOB DESCRIPTION 
LIFE CHOICES OF WENATCHEE VALLEY 

 
Objectives of the Position: 
The Executive Director has overall strategic and operational oversight of Life Choices of 
Wenatchee Valley.  The primary areas of responsibility are fund raising/donor 
development, leadership, administration and community/public relations.  The Executive 
Director is a key local presence and representative of the organization who maintains 
strong partnerships with a wide range of stakeholders through consistent collaboration 
and communication. This is a permanent full-time salaried position.  
 
Reports to: Board of Directors  
Supervises:  Administrative Staff, Client Advocates and Administrative Volunteers 
 
Primary Responsibilities 
  Donor development/fund raising  

1. In consultation with the Board review, revise and implement a donor management 
program aimed at expanding revenue generation to support operations and 
targeted projects.   

2. Manage a consistent donor communications program including direct 
communication with donors whenever new or special gifts are received and with all 
donors quarterly. 

3. Ensure that major fund-raising events, as recommended and approved by the Board, 
are carried out.   

4. Build and encourage relationships, with churches to provide ongoing financial 
support. 

5. Develop and present to the board of directors a yearly calendar of traditional and 
anticipated special events.  

 
Community/Public Relations  

1. Function as the primary face of the organization in the community.  
2. Ensure that the community is aware of the mission, services and needs of the 

organization through oral, written communications, and through participation in 
select community meetings and events.   

3. Develop and implement an informational and outreach program to prospective 
clients.   

4. Ensure promotional materials are relevant and up to date.    
5. Oversee web site and social media sites to ensure they are up to date and relevant.  

 
Leadership & Management  

1. Recruit volunteers and client advocates and ensure they are properly trained.  
2. Conduct annual evaluations of advocates and volunteers.  
3. Conduct meetings with staff and volunteers. 
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4. Promptly resolve conflicts arising within staff or volunteers in keeping with 
organization policies and procedures, ensuring appropriate follow-up to maintain 
and strengthen team relations.  

5. In consultation with the Board, help define ministry goals and develop action plans.  
6. Communicate effectively to the board, staff, donors, community partners and other 

stakeholders on how Life Choices is meeting its goals.    
7. Consults with Medical Director on a regular basis. 

 
Administration  

1. Financial Management 
 In collaboration with the treasurer, develop an annual budget and present for 

board approval.   
 Oversee business policies and accounting practices to ensure accuracy, timeliness 

and compliance with record-keeping and reporting requirements.  
 Monitor organization budgeting to ensure effective management of expenditures. 

2. Data Collection and Reporting 
 Oversee accurate and timely data collection and statistical reporting. 
 Monitor and develop presentations and/or reports related to organizational 

performance metrics.   
 Attend all board meetings and present a monthly summary report as well as 

other reports requested by the board.  
3. Policy and Procedures  

 Oversee internal policies and procedures for optimal effectiveness and ensure 
related manuals/documents are current.  

 Ensure compliance with existing policies and procedures, and implement 
necessary changes after presentation to and approval by the board.    

 Annually, ensure that all necessary licenses, insurance or other long-term 
agreements, are current and meeting the needs of the organization   

 
 
Qualifications (required):  

1. Be a committed Christian who demonstrates a personal relationship with Jesus 
Christ as Savior and Lord 

2. Exhibit strong commitment and dedication to the sanctity of all human life 
3. Agree with and be willing to uphold the Statement of Faith, Core Values, and policies 

of Life Choices 
4. Possess strong skills in public speaking, writing and interpersonal communications  
5. Be able to provide spiritual leadership, discipleship, encouragement and direction 

for the staff members and volunteers  
 
Qualifications (preferred):  

1. Bachelor or Master degree or documentation of four years of experience in 
administration, leadership/management and/or fund raising.   

2. Have two years of leadership experience as a volunteer or employee in a ministry or 
non-profit organization.  
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3. Demonstrated ability to develop goals and implement action plans.  
4. Experience in organizational management with ability to supervise staff, develop 

teams, set and achieve objectives and manage budgets.  
5. Experience in marketing, fund-raising and public relations.  
6. Able to lift at least 40 pounds.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


