
 
 
 
 

 
 
 

 
Job Description 

              
 
Title: Executive Director 
Reports To: Board of Directors  
Status: Exempt 
FTE: 1.0 
 
In partnership with the board of directors, the executive director (ED) leads the organization in 
effectively fulfilling the organization’s mission and inspires staff, board members, volunteers, 
funders, and partners to contribute to the organization’s success.  Under the supervision of the 
board of directors, the ED oversees all aspects of agency management and provides direct 
supervision to 4 staff members plus a contracted fundraising professional.  The ED serves as a 
champion and lead advocate for wetlands conservation in Oregon and as the point person for 
TWC’s acquisition and conservation work. The ED focuses on building partnerships, fundraising, 
team building, financial management, and strategic planning. 
              
 
Key responsibilities  
 
Acquisition and Conservation 

§ Ensures that the organization achieves its conservation mission in a highly strategic and 
focused manner. 

§ Works closely with the board on land conservation projects and in identifying and 
pursuing potential conservation opportunities. 

§ In collaboration with the board and community partners, leads the development of 
conservation plans. 

§ Supports land stewards in managing TWC properties so that they are well cared for and 
maintain their conservation values, as well as cultivating relationships with landowners, 
key stakeholders, and agency partners.  

 
Fund Raising and Financial Management 

§ Serves as the organization’s lead fundraiser. 
§ Serves as the organization’s primary grant writer, including for federal, state, local, and 

private foundation grants. 
§ Cultivates relationships with key individual donors and business partners, in 

collaboration with the development director and board members. 



§ Oversees the development and implementation of annual and long-term fundraising 
plans to increase resources and grow the organization. 

§ Develops and maintains relationships with public and private funding sources to 
position the organization well for successfully receiving funding. 

§ Works closely with the finance committee, executive committee, and board of directors 
to monitor the organization’s financial health; provides strategic financial direction. 

 
Advocacy and Community Relations 

§ Establishes and maintains strong, positive working relationships with a wide range of 
partners and stakeholders. 

§ Represents TWC to a variety of audiences, including volunteers, members, government 
agencies and officials, community leaders, and other partners. 

§ Maintains a positive, active presence in the community to maximize community 
engagement and support.  

§ Ensures the development and implementation of an annual communications plan that 
reinforces the organization’s fundraising, program delivery, and advocacy efforts.  

§ Communicates TWC’s vision and exemplifies its core values. 
 
Equity and Inclusion 

§ Serves as the lead advocate to advance the organization’s learning, practices, policies, 
and procedures to continually increase diversity, equity, and belonging in all aspects of 
the organization’s work. 

 
Supervision and Mentoring 

§ Supervises staff whose roles are stewardship, communications, and operations.  
§ Provides direct supervision to, and timely performance reviews for, staff supervised by 

the ED. 
§ Ensures all staff members have timely performance reviews, maximizing staff morale 

and productivity and creating opportunities for employee development, advancement, 
and growth. 

§ Works with staff to create an organizational culture that embodies the organization’s 
values, promotes diversity and equity, and is welcoming and inclusive to all. 

§ Serves as a role model for how to create a positive and engaging work environment. 
 
Board of Directors 

§ Provides support to board members to enable them to fulfill their responsibilities and 
successfully govern the organization.  Provides data, information, and expertise to 
support the board in making strategic, governance, and policy decisions. 

§ Works with the board to create an organizational culture that embodies the 
organization’s values, promotes diversity and equity, is welcoming and inclusive to all, 
and ensures all board members can meaningfully participate in all board meetings and 
activities. 

§ Participates in board meetings, executive committee meetings, and board committee 
meetings as requested. 



§ Works with the board of directors to recruit and maintain an active and committed 
group of board members. 

§ Collaborates with the board of directors to regularly evaluate and revise as necessary 
the organization’s policies.   

§ Clearly communicates the needs and major accomplishments of the organization to the 
board both verbally and in written reports and data. 

 
Strategic Planning and Implementation 

§ Collaborates with the board of directors to regularly evaluate and revise as necessary 
the organization’s mission, vision, and values.   

§ In conjunction with the board of directors and staff, leads the development, 
implementation, evaluation, and maintenance of a strategic plan.  Ensures coordination 
with conservation, fundraising, and communications plans. 

§ In conjunction with staff, ensures that annual work plans are developed and 
implemented to meet the goals set forth in the strategic plan. 

 
 
 


