Executive Director

The Executive Director is the Chief Executive Officer of The Heartwork Institute, Inc. (“HWI”). The Executive Director reports to the Board of Directors, and is responsible for the organization's consistent achievement of its mission and financial objectives. 

Job Responsibilities*

Oversee management of HWI and communicate with the Board of Directors:

1. Assure that the organization has a long-range strategy which achieves its mission, and toward which it makes consistent and timely progress.

2. Provide leadership in developing program, organizational and financial plans with the Board of Directors and staff, and carry out plans and policies authorized by the board.

3. See that the board is kept fully informed on the condition of the organization and all important factors influencing it.

4. Promote active and broad participation by staff and volunteers in all areas of the organization's work.

5. Maintain official records and documents, and ensure compliance with federal, state and local regulations.

6. Maintain a working knowledge of significant developments and trends in the field.

Promote growth of HWI:

1. Publicize the activities of the organization, its programs and goals.

2. Develop marketing materials that expand the awareness of HWI. 
3. Increase the profitability of HWI events. 

4. Establish sound working relationships and cooperative arrangements with community groups and organizations.

5. Represent the programs and point of view of the organization to agencies, organizations, and the general public.

Manage the operations of HWI:

1. Be responsible for the recruitment, employment, and release of all personnel, both paid staff and volunteers.

2. Ensure that job descriptions are developed, that regular performance evaluations are held, and that sound human resource practices are in place.
3. Conduct official correspondence of the organization, and jointly, with designated officers, execute legal documents.

4. Encourage staff and volunteer development and education.

5. Maintain a climate which attracts, keeps, and motivates a diverse staff of top quality people.

Direct all budget and finance decisions:

1. Be responsible for developing and maintaining sound financial practices.

2. Work with the staff and the board in preparing a budget; see that the organization operates within budget guidelines.

3. Oversees/supervises all bookkeeping, accounting and financial activities.
4. Report operating performance to the board on a regular basis.
5. Ensure that adequate funds are available to permit the organization to carry out its work.

* Job responsibilities may be shared with qualified work-study/volunteers and hires

Job Qualifications
· Passion for the mission of HWI.

· Significant and proven leadership skills developed through several years in senior management positions.

· Excellent organizational development, interpersonal, marketing, communication, administration and personnel management skills essential.

· An affinity for working with a culturally and politically diverse community; being equally comfortable with people at different levels of socio-economic, political, ethnic, and spiritual awareness.

· Is visionary, trustworthy, diplomatic, understanding and innovative with high energy level. 
· Ability to build collaborative ventures with diverse constituents.

· Success at fund development, including knowledge of and success in attracting additional funding sources; ability to identify, steward and solicit individual donors.

· Excellent communication skills, both written and oral; strong presentation skills.

· The ability to foster a healthy organizational culture, to encourage teamwork and collaboration; strong interpersonal skills that include the ability to inspire and motivate; effective at conflict management.

· Ability to raise the visibility of the organization through successful marketing including expansion of the core base of long-term clients.

· Excellent analytical skills.
Send resumes and cover letter to:

Dale Goldstein

The Heartwork Institute, Inc.

882 Titus Avenue

Rochester, New York  14617

dalegee22@gmail.com
