
 
EXECUTIVE DIRECTOR JOB DESCRIPTION 

To provide leadership for Cherish Center through advocacy for those we encounter as 
we strive to transform lives, strengthen families and enhance communities through our 
ministry presence. The Executive Director is responsible for overall strategic planning, 
revenue generation, financial management, organizational development, staff 
management, program operations, and other duties as required.  
 

RESPONSIBILITIES: 

The responsibilities of the Executive Director shall fall within the following areas with 
specific duties being performed at the discretion of the Director within the assigned 
responsibilities. 

Fund Development 

1. Builds long term relationships with key donor segments.  
2. Leads organization's financial growth and fundraising efforts in order to maintain 

healthy cash flow. 
3. Manages all fund development activities, including grant writing, cultivation of 

donors, event planning, and identifying new resources. Actively seeks and 
maintains a diverse donor base of church, individual, business, foundation, and 
government partners.  
 

Public Relations/Advocacy 

1. Promotes Cherish Center’s visibility and welfare through participation in 
community forums, civic organizations and activities that are aligned with Cherish 
Center’s mission and vision.  

2. Advocates for our mission at the local, state and federal level, as we strive to 
transform lives, strengthen families and enhance communities through our 
ministry presence. 



3. Develops and executes a strategic marketing plan that provides a clear and 
concise message telling the organization's story. 

4. Recruits, encourages, appreciates, and thanks the broad variety of ministry 
volunteers. 

 
Strategic Planning & Organizational Management 

1. Maintains a collaborative strategic leadership process with the Board of 
Directors, staff, and community partners. 

2. Cultivates a diverse Board of Directors in setting policies consistent with the 
mission of Cherish Center. Works, as needed, with all standing and ad hoc 
committees of the Board. 

3. Oversees preparation and presentation of the annual budget and other 
necessary financial documents. 

4. Ensures the organization has staff with skills appropriate to the needs of the 
position through people management activities including hiring, separation of 
employment, ongoing staff development, performance management, 
compensation and benefits.  

5. Committed to regulatory compliance, safety, and security protocols. 
6. Responsible for contract negotiations and grant reporting. 

 

REPORTS TO:  

The Executive Director reports to the Cherish Center Board of Directors.  

SUPERVISES:  

The Executive Director supervises the ministry directors, administrative staff, and 
volunteers of the organization 

QUALIFICATIONS:  

1. A minimum of 3 years leadership experience.  
2. Have experience in fundraising, organizational growth, and leading a board. 
3. Possesses strong and effective oral, written, and technological communication 

skills. 
4. Demonstrates integrity, respect for diversity, and the ability to inspire and 

motivate.  
5. Agrees with the written Core Values and Statement of Faith of the Cherish 

Center. 



 
COMPENSATION/BENEFITS:  

The compensation and benefits package shall be negotiated between the Board of 
Directors and the Executive Director on an annual review basis.  The Cherish Center 
will provide a minimum annual salary upon employment of at least $50,000 payable 
monthly with vacation commensurate with experience. 
 
The minimum compensation package will include: 

1. CHERISH CENTER will provide an annual salary payable bi-monthly.  
2. There shall be six paid holidays and paid vacation from two to four weeks 

depending upon the Director’s length of service to CHERISH CENTER.  
3. The Executive Director shall be reimbursed for expenses for out of area meetings 

and trips relating to the mission of CHERISH CENTER.  

 


