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OVERVIEW:
The Executive Director is the key managerial leader of Lincoln Literacy. As
such, the Executive Director is responsible for inspiring, visionary, and
ethical leadership; detailed and realistic planning; intimate collaboration
with the board to raise funds, collaborate with partners, and secure
volunteers and supporters; efficient and budget-conscious administration of
programs to carry out the mission, and fair but effective management of
staff. The position reports directly to the Board of Directors.

RESPONSIBILITIES:

1) Leadership: Works with board to fulfill the mission of the organization.
Responsible for:

● Gathering mission-related data, analyzing trends, challenges, and
opportunities, and providing the board with informed policy choices in
a timely manner.

● Working with the board to develop strategies, plans, and tactics to
fulfill the mission.

● 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.

● Attracting, nurturing, and retaining the talent needed at all levels to
carry out the mission.



● Leading Lincoln Literacy in a manner that supports and guides the
organization’s mission as defined by the Board of Directors.

● Promoting public appreciation of the organization, forging
partnerships, and attracting support.

● Responding promptly, effectively, and appropriately to issues,
problems, or crises as they arise.

2) Organization Mission and Strategy: Works with board and staff to ensure
that the mission is fulfilled through programs, strategic planning and
community outreach. Responsible for:

● Supporting the board in strategic planning to ensure that Lincoln
Literacy has a clear and relevant mission and the strategies and
tactics to fulfill it.

● Design and implementation of programs that carry out the
organization’s mission.

● Evaluation of programs and adjustments or corrections as needed.

3) Financial Performance and Viability: Develops resources sufficient to
ensure the financial health of the organization. Responsible for:

● Fiscal integrity of the organization. While respecting the separation of
duties, works with the board treasurer and the board’s Budget and
Finance Committee to develop annual budget, review expenditures,
monthly financial statements, and cash flow projections, and make
mid-course adjustments as necessary.

● Fiscal management that operates within the approved budget
whenever possible, ensures optimal resource utilization and
maintenance of the organization in a positive financial position. When
remaining on budget is not possible or desirable, informs the board
and seeks consensus on changes.



● Developing grant applications in line with the board’s strategic plan,
and managing grants as required by funders.

● Working with the board and its various committees to raise funds and
nurture relationships with supporters so as to support operations.

4) Organizational Operations. Acts to ensure that the operations of the
organization are carried out in a timely and appropriate fashion.
Responsible for:

● The hiring and retention of competent, qualified, and well trained
staff, and when necessary the dismissal of staff.

● The management of contractors with Lincoln Literacy.
● Signing all notes, agreements, contracts, and other instruments made

and entered into and on behalf of the organization, within the powers
delegated by the Board of Directors.

● Representing Lincoln Literacy in the community, through the media,
public appearances, and relevant networks and associations.

● Negotiating, documenting, and maintaining partnerships with
strategically relevant organizations.

Other Job Responsibilities:

● Establishing ethical and transparent framework for the conduct of
operations. Set a good example for all.

● Organizing board meetings and support board committees.
● Maintaining a fair and transparent evaluation system for employees.

Create performance improvement plans where necessary. Award
year-end bonuses where appropriate, in line with board policies.

● Ensuring compliance with regulatory and legal requirements,
including van registration, sales tax, annual tax return, biennial
nonprofit registration, etc.



● Establishing and ensuring compliance with internal procedures in line
with board-established policies.

● Ensuring adequate insurance is maintained, including coverage for
partner sites where operations are carried out.

● Ensuring an optimal cost-benefit ratio in deployment and use of
technology.

● Providing for adequate training of staff.
● Working with board and staff on events, from planning to promotion,

execution, and follow up.
● Taking steps to recognize service and achievement, and to maintain

morale and commitment of board, volunteers, and staff.
● Carrying out other duties as assigned by the board.

Professional Qualifications:

● Transparent and high-integrity leadership
● Five or more years of nonprofit management experience preferred
● Hands-on, budget management skills, including budget preparation,

analysis, decision-making and reporting
● Strong organizational abilities including planning, delegating, program

development and task facilitation
● Ability to formulate and convey a strategic vision
● Knowledge of fundraising strategies and donor relations unique to

nonprofit sector
● Skills to collaborate with and motivate board members and other

volunteers
● Strong written and oral communication skills.
● Ability to engage with culturally diverse volunteers, clients, partners,

supporters, and funders.
● Demonstrated ability to oversee and collaborate with staff
● Strong and inspiring public engagement ability



Physical and Intellectual Requirements:

● Movement: While performing the duties of this job, the employee may
occasionally be required to stand; walk; sit; use hands to handle, or
feel objects; reach with hands and arms; climb stairs; balance; stoop,
twist, or kneel. Some repetitive movements, such as keyboarding
may be required.

● Sensory/vocal requirements: The duties of the position require ability
to see, hear, and speak in a wide variety of settings. Specific vision
abilities required by the job include close vision, distance vision, and
the ability to adjust focus.

● Stamina: must be physically and intellectually able to work 40 hours
or more per week to meet organizational needs and goals.

● Driving: the position requires regular in-city driving, and may
occasionally require intercity driving.

● Reading/Writing: Position requires expert reading and writing abilities.
● Public engagement: must be able to engage with the public and with

various constituencies and cultures, and to boldly and charismatically
articulate the mission, vision, and needs of the organization.

● Other intellectual requirements include:
○ Ability to manage stress under challenging conditions.
○ Strong analytical reasoning and problem solving abilities
○ Highly developed social-emotional skills
○ Mathematical skills appropriate to budgeting, cash-flow

analysis, and statistical analysis.

Job Classification:

This is an at-will, exempt, full-time position, carrying with it a package of
benefits including vacation, sick time, paid holidays, a family-inclusive
health benefit, retirement benefit, and life insurance. The first 90 days of



employment are an introductory period, during which an elevated degree of
guidance, consultation, and monitoring will be in effect.

This job description is not intended to create a contract between the
employee and employer. The description may be reviewed, revised,
amended or rescinded at the discretion of the employer. The interpretation
of the language remains at the sole discretion of the employer.

END


