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Executive Director, South East B.C. 
 

Job Title Executive Director 

Reports to Habitat for Humanity Southeast B.C. Board of Directors 

 

 Job Purpose  

The Executive Director works to achieve the Habitat for Humanity Southeast BC (HFHSEBC) 
mission to create home ownership opportunities for eligible families within our service area of 
southeastern British Columbia. This role provides overall leadership to advance the 
organization’s strategic and operational direction, workplace culture, and stakeholder 
relationships. The Executive Director is responsible for the day-to-day operations of HFHSEBC, 
managing employees, volunteers, and ReStore operations. As a high-profile community leader, 
the Executive Director advocates to stakeholders, governments, donors, and the media to 
advance the organization’s vision, mission, and strategic priorities. The Executive Director is 
responsible for developing external partnerships and fundraising opportunities, pursuing 
external funding, gifts in kind, and land acquisition opportunities, managing building projects, 
and implementing strategic initiatives as directed by the Board. 
 

 Duties and Responsibilities  

HFHSEBC’s business is challenging, encompassing many operational aspects of a charity, a 
profit-based retail sales outlet, a residential landlord, and a construction company. This is a key 
position within the organization, requiring a wide range of skills and abilities to fulfill advocacy, 
fundraising, strategic and operational goals. 
 
In addition, the HFHSEBC service area is very large extending from Rock Creek to the Alberta 
border and Golden to the US border, making this the second largest (geographic) Habitat 
affiliate in Canada. 
 
The Executive Director responsibilities include, but are not limited to the following: 
 
Strategic Leadership and Board Support 

• Collaborate with the Board to refine and implement the strategic plan while ensuring that 
the operating plan, budget, staff, and priorities are aligned with the organization’s core 
mission and vision. 

• Manage ongoing strategic planning initiatives and establishing effective decision-making 
processes that will enable the organization to achieve its long- and short-term objectives.  

• Monitor the success and outcomes of the strategic plan and providing updates to the 
Board as required. 

• Lead organization growth with attention to internal infrastructure and targeted 
geographical growth. 

• Develop effective communication avenues and prepare recommendations and reports, 
to enable the Board of Directors to make sound strategic decisions and discharge its 
fiduciary duties. 

• Ensure the Board of Directors is kept briefed on major issues and trends that could 
impact the organization’s strategic direction and operational sustainability. 
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Strategic Stakeholder and Community Relations 

• Cultivate and maintain close relationships with like-minded organizations and influential 
individuals in the communities we serve. 

• Develop and maintain excellent working relationships with key external stakeholders, 
including elected officials and staff at all levels of government, foundations, donors, non-
profit organizations, corporations, and other relevant potential partners, as well as the 
community-at-large. 

• Advocate on behalf of those in need of safe and affordable housing, including but not 
limited to liaising with and/or participating on community and regional housing boards 
and initiatives. 

• Stay abreast of community developments and help to identify and proactively respond to 
potential public relations challenges. 

• Work closely with Habitat for Humanity Canada and the BC affiliates caucus. 
 

Operational Leadership 

• Oversee the successful daily operations of all aspects of HFHSEBC, ensuring annual 
targets and goals are met and requirements for Habitat for Humanity Canada are 
fulfilled. 

• Oversee all aspects of residential construction management projects for HFHSEBC, 
which may be augmented during the build process by a project specific construction 
manager and/or site supervisor. 

• Work closely with the Family Services Committee and take a diplomatic and solution- 
oriented approach in supporting partner and homeowner family matters, including 
challenges such as late payments and foreclosures. 

• Hire, support, and motivate the organization's employees and volunteers. 

• Provide leadership, direction, and coordination and delegate appropriate levels of 
authority to employees. 

• Set out clear objectives and goals, train and coach employees, provide regular 
performance feedback, and document performance appraisals annually or more 
frequently. 

• Continually develop and maintain a cohesive organizational culture that attracts and 

retains a highly effective team of staff members. 

• Ensure that all employment laws and standards are adhered to at all times and seek 
legal advice when necessary. 

 
Financial Integrity and Revenue Development 

• Act as the key oversight and financial control of the organization. 

• Prepare the annual budget for approval from the Board of Directors. 

• Draw on superb communication and interpersonal skills to seek and develop funding 
opportunities to support our mission, including working with all levels of government, 
foundations, corporations, and non-profit organizations. 

• Solicit donations, sponsorships, and gifts-in-kind for the ReStores and construction 
projects. 

• Collect and compile statistics for required monthly and annual reports, ensuring 
compliance with grant and/or funding requirements. 
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 Qualifications  

The education, experience, and competencies required for this position include:  

• A baccalaureate degree or diploma in a relevant discipline (e.g., business, community 
development, or human services) or a trades certification in a relevant building trade. 

• At least 5 years management and leadership experience, preferably in a non-profit 
setting. 

• Professional experience in business, budget management, and fundraising campaigns. 

• Strong people management skills and experience with all aspects of Human Resource 
management, including the recruitment, orientation, and recognition of employees and a 
volunteer workforce.  

• Strong relationship building skills and experience working collaboratively and effectively 
with community stakeholders, government agencies, corporate sponsors, and 
community organizations. 

• Experience implementing strategic initiatives with clear, prescribed outcomes. 

• Experience with and the ability to work collaboratively and effectively with a board of 
directors and its committees. 

• Experience working with partner families on social and financial development in a highly 
confidential environment. 

• Strong change management skills and ability to help grow an organization. 

• Excellent verbal and written communication skills. 

• Proficient with standard office software and technology (e.g., Word, Excel, and social 
media platforms). 

• As the position involves construction management, must be physically fit and able to 
work in an outdoor environment. 

• Must possess a valid Class 5 Driver’s Licence and a vehicle insured for work purposes, 
as travel to other locations within the service region is required. 

• Must consent to a Criminal Record Check as required. 
 
Working Conditions  

The primary office location is based in the ReStore, Castlegar. However, working conditions can 
vary from an office environment to an active construction site. Travel is required within the 
service area. More extensive travel to conferences and training events is occasionally required. 
Evening and weekend work are occasionally required, especially for events or in response to 
family emergencies. 

 
Direct Reports  

Currently directly supervises two managers of the ReStores and one part-time bookkeeper. 
 

 

Approved by: HFHSEBC Board of Directors 

Date approved: March 17, 2020 

Reviewed: March 2020 

 


