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Executive Director Job Description 
 

Job Title Executive Director 

Reports to Richmond Addiction Services Society Board of Directors 
 
 Job Overview  
 
The Executive Director leads the organization and is accountable for all facets of its operations and 
activities. This is a high-profile, demanding role that requires exceptional business leadership 
combined with a passionate commitment to advancing the aims of an organization dedicated to 
promoting healthy and safe living for individuals and families in the Richmond community. The scope 
of the Executive Director’s role encompasses the management of the organization’s staff, operational 
budgets, contracts, volunteers, and community relationships. The Executive Director leads a team of 
dedicated staff and volunteers in a unionized environment, maintains the overall budget of 
approximately $1.5 million dollars, and ensures the highest standard of program development and 
delivery. The Executive Director is also responsible for maintaining and diversifying funding 
opportunities, building networks in the community, collaborating with other social service 
organizations, and promoting the society with businesses, all levels of government, and the general 
public.  
 
 Duties and Responsibilities  
 
Reporting to the President and Board of Directors, the Executive Director responsibilities include, but 
are not limited to the following: 
 
1. Board of Directors: 

• Ensures that each Board member has all the information necessary to properly exercise their 
legal and functional responsibilities. 

• In liaison with the President, plans the agenda for meetings, and regularly attends all Board 
meetings and committee meetings, when possible. 

• Ensures the members of the Board are kept abreast of the activities of the society through 
monthly reports, or as needed. 

• Provides adequate information to the Board to help them reach sound decisions and establish 
policies. 

• Coordinates an orientation program which will provide new members of the Board with 
background information on RASS, the role of the Directors and a briefing on general issues 
facing RASS at that time. 

 
2. Strategic Planning: 

• Defines and carries out pro-active approaches to strengthen overall society sustainability, 
economic position, community support, and visibility. 

• Works with Board of Directors to set strategic directions in response to the surrounding 
economic, social, and political environment. 

• Assists the Board annually in the preparation of long term and annual plans. These plans 
identify critical issues facing the organization and include specific programs and activity 
objectives for each critical issue and area of the operation.  
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• Assists the Board in developing a budget that will reflect the financial implications of the 
annual plan. 

• On a quarterly basis, provides the Board with a formal review of the performance of the 
Society in relation to the objectives laid out in the annual plan. 
 

3. Organization and Management of Human Resources: 
• Hires, supports, and motivates the organization's employees and volunteers. 
• Ensures that interactions with all internal stakeholders support the organization, its work, and 

those involved in doing it. 
• Responsible for the development of an organizational structure for the staff of the Society 

that will ensure the resources are directed towards accomplishing the objective laid out in the 
annual plan. 

• Recommends staff requirements and salaries to the Board. 
• Provides leadership, direction, and coordination and delegates appropriate levels of authority 

to employees. 
• Sets out clear objectives and goals, trains and coaches employees, provides regular 

performance feedback, and documents performance appraisals annually or more frequently. 
• Continually develops and maintains a cohesive organizational culture that attracts and 

retains a highly effective team of staff members. 
• Responsible for on-going labour-management relations. 

 
4. Operations: 

• Responsible for developing an operational plan to realize the strategic direction. This plan will 
focus on engaging related stakeholders to determine needs. It will include implementing a 
plan that supports the organization’s mission and results in a safe, transparent, inclusive, risk-
free work environment and produces successful outcomes. 

• Through the program leads, other professional and administrative staff, and volunteers, 
ensures the provision of the highest quality of service within the policy and objectives 
established by the Board. 

• Oversees the effective and consistent implementation of Board policy across the organization 
and ensures that all aspects of the organization and its components operate within all 
applicable legislation and regulations. 

 
5. Fundraising: 

• Develops and maintains effective relationships with major funding sources and oversees the 
generation of new sources of revenue. 

• Assists in the development of fundraising strategies and goals and the implementation of 
these plans. 

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

 
6. Community Relations: 

• Ensures the development of a public relations program that will project a positive image of 
RASS to the community. 

• Participates in community committees and makes presentations in the community when 
appropriate. 

• Develops and maintains positive relationships with the media and other community agencies.  
• Attends and possibly hosts a range of fundraising events, new program inaugurations and 
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public relations events. The ED will act as a liaison between the organization and a range of 
external stakeholders including other nonprofit leaders, various levels of government, and 
community business leaders. 

• Engages and expands community stakeholders to shape the organization’s programs and 
overall development and direction. 

 
7. Financial Administration and Control: 

• Acts as the key oversight and financial control of the organization, including reviewing the 
timely preparation of all required financial information and implementing appropriate internal 
financial controls. 

• Prepares and controls the annual operating plans to align with the Strategic Plan and 
communicates in an efficient and timely manner to the Board of emerging financial issues 
that could impact the fiscal health of the organization. 

• Works in adherence with prudent financial practices. 
• Provides leadership in contract negotiations/contract management. 
• Ensures that all new programs submit budgets which fully reflect their operating costs. 
• Approves expenditures within the limits of the budget approved by the Board. 

 
8. Regulatory Compliance and Risk Management 

• Oversees compliance with all legal, regulatory and professional requirements for a Canadian 
registered charitable organization and to maintain accreditation with Accreditation Canada. 

• Ensures the provision of adequate insurance for directors’ liability, facility and properties, staff 
coverage, and other, as required. 

• Ensures that organizational practices are in compliance with all regulatory and legal 
standards. 

• Creates and oversees the implementation of a culture of strategic and operational risk 
management. 

• Ensures that staff understand and are equipped to address significant risks and ensures the 
Board is briefed on emerging risk. 

• Stays abreast of community developments and helps to identify and proactively respond to 
potential public-relations challenges.  

 
9. Performs other duties as required by the Board of Directors. 

 
 
Qualifications  
 
Education and Experience 

• Master’s degree in business or a related field. 
• At least 5 years of progressive management experience in a non-profit organization, ideally in 

an Executive Director or senior management role. 
• Experience working with a non-profit volunteer Board of Directors. 
• Experience with all aspects of Human Resource management, including the recruitment, 

orientation, teambuilding, and recognition of staff and volunteers. 
• Experience working and managing in a unionized environment. 
• Experience managing non-profit finances and fund development. 
• Experience working with individuals from diverse backgrounds and cultures, and commitment 

to Richmond’s cultural dynamics. 
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• Experience working with VCH and MCFD as funders is an asset. 
• Experience in clinical supervision and counselling is an asset. 

 
Skills, Knowledge, and Abilities 

• Knowledge of leadership and management principles as they relate to non-profit/voluntary 
organizations. 

• Understanding of the role of a Board of Directors and ideal relationship between a Board and 
an Executive Director. 

• Knowledge of the needs of youth and older adults, particularly in terms of mental health, 
addiction, and trauma-informed care. 

• Knowledge of Government Funding and negotiations. 
• Working knowledge of collective agreements in order to manage in a union environment.  
• Commitment to cultural competency and experience working with individuals from diverse 

backgrounds/cultures. 
• Ability to communicate effectively both orally and in writing with staff, volunteers, and 

community organizations. 
• Strong people management skills and ability to build trust and cohesion 
• Strong fund development skills. 
• Strong relationship building skills and experience working collaboratively and effectively with 

other agencies, community stakeholders and organizations, municipal and provincial 
government agencies, and corporate sponsors. 

• Ability to motivate staff with a clear vision for the society’s programming. 
• Ability to prioritize and implement strategic initiatives with clear, prescribed outcomes. 
• Strong change management skills and ability to help grow an organization. 
• Proficient with standard office software and technology (e.g., Word, Excel, and social media 

platforms). 
• Satisfactory completion of a Criminal Record Check. 
• Current or previous connection and understanding of the Richmond area is an asset.  

 
 
Working Conditions  
 
This position works in a unionized office environment. This is a full-time position with a 37.5 hour, 
Monday to Friday standard work week. Additional evening, weekend, and overtime hours are as 
required to accommodate Board meetings, being on-call for essential services, and representing the 
organization at public events.  
 
 
Direct Reports  

Currently directly supervises all RASS employees.  
 
 
 
 
 
 


