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Vital Communities 

Executive Director 
 

 

Mission Statement:   Vital Communities engages citizens, organizations, and communities in 

creating solutions to our region’s challenges.  

Position Title: EXECUTIVE DIRECTOR 

Responsible To:  Board of Directors 

Date:    March 4, 2020 

Status:    Regular, Exempt, Full-time (40 hr/wk equivalent)   

Location:    White River Junction, Vermont 

 

 

JOB SUMMARY 

 

The Executive Director serves as chief executive of Vital Communities and, in partnership with the Board 

of Directors, is responsible for Vital Communities’ success. With the Board, the Executive Director 

assures Vital Communities’ relevance to the region, the accomplishment of Vital Communities’ mission 

and vision, and Vital Communities’ accountability to its diverse constituents. The Board delegates 

responsibility for management and day-to-day operations to the Executive Director, and in turn the 

Executive Director has the authority to carry out these responsibilities in accordance with the direction 

and policies established by the Board. The Executive Director leads and develops the experienced and 

engaged staff in the shared mission, which states that Vital Communities cultivates the civic, 

environmental, and economic vitality of the Upper Valley and brings people together, bridging 

boundaries and engaging our whole community to create positive change. 

 

 

JOB RESPONSIBILITIES 

 

1.  Strategic Direction (Approx. Time: 30%) 

 

• Strategic Plan: With the Board and its Long-Range Planning Committee, oversee the 

development of long-term strategic and annual operational plans for Vital Communities. 

• Mission Alignment: Ensure Vital Communities’ work is aligned with the organization’s strategic 

plan and mission and that progress is being made toward Vital Communities’ mission and goals. 

Ensure program staff develop annual program goals and work plans based on the organizational 

strategic plan and overall program goals.  

• Governance:  Work with the Board Chair to enable the Board to fulfill its governance functions 

and facilitate optimum performance by the Board, its committees, and individual Board 

members. Monitor the Nominating Committee’s progress to ensure a full complement of 

effective Board members. With the Board Chair, focus the Board’s attention on long-range 

strategic issues (convening an annual Board retreat if the Board desires one). Help the Board 

determine Vital Communities’ mission, values, vision, and goals. Inform the Board about the 
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condition of Vital Communities and important factors influencing the organization. Facilitate 

relevant policy discussion. Ensure Vital Communities’ Advisory Council has a clear role, and 

assist Council members in fulfilling that role. 

• With staff, develop and monitor the metrics needed to assess the achievement of strategic and 

operational goals and objectives.  

• Continually assess the needs of the communities served by Vital Communities and direct 

changes to the organization’s program mix as needed. 

 

2.  Outreach (Approx. Time: 30%) 

 

• Serve as chief spokesperson for Vital Communities. 

• Maintain strong relations with community stakeholders, including current key donors. 

• Develop and maintain good relations with community partners and key constituencies 

(individuals, nonprofits, businesses, foundations, and governments). 

• Convene Vital Communities’ Corporate Council and support its work through subcommittees 

(currently meets 6X/year). 

• Convene Vital Communities’ Municipal Leaders Group (currently meets 6X/year). 

• Present about Vital Communities’ work to regional groups and companies. 

• Monitor community trends for potential new initiatives and partnerships, exploring 

opportunities that arise. 

 

3.  Development (Approx. Time: 20%) 

 

• With Development staff, create Development strategy, plan, and analysis. 

• Oversee all prospecting, cultivating, soliciting, thanking, and stewarding of all 

donors/supporters. 

• Together with Development staff, program managers, and other staff members, develop and 

achieve an organizational fundraising and revenue-generation plan that is both ambitious and 

realistic. 

• Participate in internal team responsible for fundraising, including grant writer (consultant). 

• Work with Database Manager to develop and track appropriate development metrics. 

• “Make asks” to key prospective donors. 

• Support Board members’ fundraising efforts, and involve other stakeholders per the 

Development strategy and plan. 

 

4.  Administration (Approx. Time: 20%) 

  

• Organization and staff leadership: Be the standard bearer for the mission of Vital Communities, 

and nurture the drive to deliver upon this mission among the staff. Create and grow a positive, 

supportive, innovative, and mission-driven organizational culture that sets balance and focus for 

the staff. Invest in each staff member and enable their full potential.  

• Finances: Oversee the fiscal activities of the organization, including working directly with the 

Finance Manager and Bookkeeper on budgeting, reporting, and audit, and working with 

program managers to help them develop their budgets. Ensure responsible expenditure of 

funds, and aim to conclude each fiscal year at budget goal while also maintaining a multiple-year 

approach to financial planning.   
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• Staff Management: Oversee the work of the managers who are responsible for day-to-day 

operations and evaluate their performance annually. Meet regularly with Leadership Team 

members who oversee program and operations. Vital Communities currently has 15 staff 

members, six of whom report directly to the ED. 

• Board support: Guide the Board in fulfilling its yearly schedule of responsibilities at six Board 

meetings per year. Partner with the Board Chair on the scheduling and tasks of the board. 

Attend and facilitate Board Committee work as needed. Ensure board policies and governance 

are carried out to the fullest, including timely documentation sharing, materials publication, 

minutes, and other Roberts-Rules Board processes. 

 

QUALIFICATIONS 

 

• Prior and long-standing excellence in staff leadership and organizational management: 

Experience at a mission-driven organization, with the proven ability to coach staff, manage and 

develop high-performing teams, and set and achieve strategic and operational objectives. 

Strong leadership and management skills for staff, projects, and organizations. The ED will rarely 

be tasked with leading initiatives on the ground. They must be able to set vision and direction, 

then motivate and encourage staff to develop and implement programming. 

• Revenue generation and development: Successful development experience and proven track 

record of delivering revenue generation and development success, with articulated skills and 

confidence across multiple funding streams, including individual and major donors, corporate 

donors, government/foundation grants, program revenues, etc. 

• Financial administration: Budgeting experience and confidence with a >$1,000,000 budget with 

multiple programs and cost centers. 

• Demonstrated facilitation skills: As VC steps into the “bringing people together” part of our 

strategic plan, we need a leader who is a natural facilitator. The ED will be called on to facilitate 

important conversations in the community, AND to model facilitation best practices for staff. 

• Detail oriented with strong organization skills: Able to prioritize and manage multiple 

responsibilities effectively on deadline. Able to set clear expectations for staff and build clear 

and actionable accountability. 

• Positive and professional communication skills: Personable, friendly, and professional in in-

person, email, phone, and written correspondence. Excellent writing skills. 

• Leadership presence: As the leader of one of our region’s most respected organizations, it is 

critical to build trust and positive presence with all diverse stakeholders through your integrity, 

passion, credibility, delivery of promises, and working well independently and as part of a team. 

• High digital fluency and flexibility: Working knowledge of Microsoft Office suite (Word, Excel, 

PowerPoint), Google Suite, and other software tools. Experience with building meaning and 

community across digital and social media platforms.  

• Advanced embodiment of core competencies important to this role: Strategic thinking, creative 

problem solving, visionary and effective team leadership, planning and adapting. 

• Regular engagement and attendance at Vital Communities events and programs, in and outside 

of regular business day, not because you have to but because you are curious, interested, and 

want to provide support and add value. 
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GENERAL EXPECTATIONS OF ALL STAFF 

 

• Understand and support the mission of Vital Communities. 

• Greet the public through all channels of communication with courtesy and respect. 

• Network with allied organizations and initiatives. 

• Coordinate and integrate efforts with staff working on other Vital Communities programs. 

• Attend bi-weekly staff meetings. 

• Actively participate in Vital Communities’ planning, evaluation, and development, including 

annual appeals, newsletters and annual reports, staff retreats and meetings, Board retreats and 

meetings (as invited), and other outreach systems (as invited), including blogs and the website. 

• Work in a safe manner and report any safety hazards to the Executive Director. 

• Maintain individual work station and office in a clean, attractive manner. 

• Practice good work habits of flexibility, efficiency, punctuality, dependability, and 

confidentiality. 

• Strive to upgrade existing skills and learn new ones. 

• Employ good communication skills by sharing information, listening to others, and giving 

positive input. 

• Work as a team member by helping others and making suggestions for improvements. 

 

SUPPORT AVAILABLE TO ALL STAFF 

 

• Opportunity to set professional development goals with supervisor; in the case of the ED, this is 

the Board. 

• Staff handbook updated regularly, with description of employment benefits and guidelines. 

 

 

Vital Communities is an Equal Opportunity Employer and does not discriminate on the basis of age, 

gender, race, religion, national origin, veteran status, sexual orientation, or disability with respect to 

employment, volunteer participation, and the provision of services. 
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