
 

EXECUTIVE DIRECTOR 
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Job Purpose 

The Executive Director is the chief executive officer of the Center and is responsible for the 

successful day-to-day administration, leadership, and management of the organization. This 

position provides strategic leadership, operational oversight, fiscal stewardship, and community 

representation to ensure the Center fulfills its mission and serves the evolving needs of its 

members. 

 

Primary Responsibilities 

The Executive Director oversees the daily operations of a multi-purpose, multi-service 

organization by ensuring effective planning, implementation, and follow-through across all 

programs and services. The Executive Director ensures that the organization operates in 

accordance with its bylaws, policies, and strategic objectives as established by the Board of 

Directors and meets the expectations of its members. 

Programs and activities should support the wellness, education, independence, and engagement 

of older adults across the full spectrum of Center services. 

 

Leadership & Governance 

• Serve as the principal professional advisor to the Board of Directors on all aspects of the 

organization’s operations, programs, and strategic direction. 

• Identify, assess, and communicate internal and external issues that may impact the 

organization. 



• Partner with the Board of Directors to develop, implement, and monitor the Center’s 

mission, vision, and strategic plan. 

• Responsible for securing adequate funding through grants, contracts, and fundraising 

efforts. 

• Monitor and report on the financial health and sustainability of the organization. 

• Collaborate with the Board President and Treasurer to develop and manage the annual 

operating budget. 

• Work closely with standing committee chairs to ensure understanding of Center policies 

and operational efficiency. 

• Perform additional duties as requested by the Board of Directors. 

 

Planning, Operations & Community Relations 

• Oversee all grant-related activities, including research, application, administration, 

compliance, and reporting. 

• Research and pursue new grant opportunities to enhance services and programs. 

• Report regularly to the Board on grant submissions, awards, and denials. 

• Attend and actively participate in Douglas County Transit Solutions meetings, Transit 

Provider meetings, and Denver Regional Mobility and Access Council (DRMAC) 

meetings to ensure the Center’s visibility and advocacy. 

• Oversee transportation audits and compliance reviews conducted by Douglas County 

(DRCOG) and the State Unit on Aging. 

• Ensure implementation of transportation best practices, including driver training, vehicle 

inspections, and safety protocols. 

• Prepare and submit the annual service contract and required reports to the Town of Castle 

Rock, including the proposed annual budget. 

• Supervise fundraising activities and events in partnership with Board Vice President. 

• Establish and maintain strong working relationships with community organizations, 

funders, government agencies, and partners to enhance the Center’s mission and public 

presence. 

 

Supervision 

Supervision Received 

The Executive Director reports directly to the President of the Executive Board and is 

accountable to the Board of Directors. 

Supervision Exercised 



• The Executive Director directly supervises the Assistant Director-Events, Fundraising & 

Outreach and the Assistant Director-Activities, Services & Programs. In addition, the 

Executive Director provides leadership and support for all staff and volunteers to ensure 

successful execution of the Center's programs, services, activities and events.  

 

Human Resources Management 

• Determine staffing needs and communicate staffing changes to the Board of Directors. 

• Oversee implementation of human resources policies, procedures, and practices as 

outlined in the Personnel Guidelines. 

• Develop, review, and update job descriptions for all staff positions. 

• Maintain a healthy, safe, and compliant work environment in accordance with applicable 

laws and regulations. 

• Recruit, interview, and select qualified staff aligned with the Center’s mission and values. 

• Ensure effective onboarding, orientation, and training for all staff. 

• Implement and maintain a performance management system, including goal setting, 

coaching, and annual performance evaluations. 

• Provide leadership, mentorship, and professional development opportunities for staff. 

• Address performance issues through coaching and progressive discipline as appropriate 

and manage staff separations when necessary. 

 

Experience, Knowledge, Skills & Training 

• Bachelor’s degree from an accredited college and a minimum of two years of experience 

working with senior populations; or 

• Two years of college and four years of related experience; or 

• Six years of equivalent professional experience. 

• Strong working knowledge of computer systems and software. 

• Valid Colorado Driver’s License with an acceptable driving record. 

• Preferred experience in nonprofit organizations and volunteer program management. 

• Knowledge of financial management, budgeting, and fiscal oversight. 

• Knowledge of human resources management and employment practices. 

 

Computer Proficiency 

• Microsoft Office Suite 

• Financial software 

• Search engines 

• Social media platforms 



• Database software systems (preferred) 

 

Physical Requirements 

• Ability to operate a passenger van or similar vehicle when necessary. 

• Ability to lift up to 25 pounds. 

• Ability to perform tasks requiring fine and gross motor skills. 

• Ability to communicate clearly in person, by phone, or via radio and recognize alarms 

and emergency signals. 

• Visual ability to read written materials and distinguish environmental details at varying 

distances. 

• Mobility to move throughout and beyond the Senior Center as required. 

 

Other Requirements 

• Ability to establish and maintain positive, professional relationships with staff, 

volunteers, Board members, partners, and the public. 

• Ability to adapt to a fast-paced, evolving work environment with flexibility and 

professionalism. 

• Demonstrated ethical leadership and commitment to organizational values. 

• Strong problem-solving and decision-making skills, including the ability to analyze 

information and recommend solutions. 

• Strong mathematical, analytical, and reasoning skills related to budgets, cash flow, and 

operational reporting. 

• Ability to read, interpret, and apply written materials, policies, and instructions. 

 

Acknowledgement 

Position descriptions are dynamic and may be updated as programs and services evolve. Employees are encouraged 

to discuss ways to improve role effectiveness with their supervisor. 

• I have received a copy of the Employee Handbook. 

• I have received a copy of the Center’s Bylaws. 

I have read and understand the job description, and my questions regarding duties, responsibilities, and requirements 

have been answered. 

Employee Signature: ___________________________Date: ___________________ 

Supervisor Signature: __________________________Date: ___________________ 


