
  
Humane Society of Weld County 

Job Description 
 
Job Title:  Executive Director 
Reports To:   Board of Directors 
FLSA Status:   Full-time (Salary, Exempt) 
Effective Date:   August 1, 2020 
 
POSITION SUMMARY: 
The Executive Director will report to the Board of Directors, and have overall strategic and business 
development responsibility to support and lead HSWC staff in the execution of its mission.  The 
Executive Director will provide leadership across all operations and programs, including management of 
staff, facilities, day-to-day administration, program development, financial forecasting and budgeting, 
human resources, training and behavior, adoptions, community outreach, marketing, and fundraising 
and development. 
The Executive Director will also develop and maintain policies and procedures for all staff functions; 
ensure fiscal responsibility over budgeting and forecasting in collaboration with the Board Treasurer; 
and maintain, develop and implement major fundraising initiatives through donor relations, grants and 
events.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
Leadership & Management 

 Provide leadership consistent with HSWC’s vision and mission; 
 Ensure ongoing programmatic excellence, quality of administration, fundraising, activities, and 

plans, recommend timelines and resources needed to achieve the strategic goals; 
 Lead, coach, develop, and retain HSWC staff; 
 Implement effective systems to track program outcome measures and data; 
 Provide staff training to evaluate programs and measure successes that can be effectively 

communicated to the board, funders, and other stakeholders; 
 Maintain a culture of transparency, collaboration, and respect; 
 Actively engage and energize board members, committees, staff, volunteers, partnering 

organizations, and funders; 
 Maintain and support a strong Board of Directors; facilitate board involvement with strategic 

direction; 
 Develop and maintain positive and effective relationships with individuals or organizations 

involved in the organization’s operations, internally and externally. 
 

Strategic Planning and Business Development 
 Build partnerships with potential funders and corporate sponsors; 
 Working with the Board of Directors and management team, lead, design, and complete 

strategic plan focusing on business-finance operations; 
 Understand national, regional and local animal welfare related issues, opportunities, and trends 

in order to identify and establish future collaborations and program expansions; 
 Publish and communicate successful program activities and results; 
 Oversee and work with Business Manager to ensure fiscally sound policy and procedures, 

accounting practices, and regular accurate reporting of financial activity. 
 



  
Fundraising & Communications 

 Develop and execute fund development plan; Identify new grants and donors, lead grant writing 
activities; develop relationships with community foundations and private donors; 

 Build public presence through attending and participating in local and regional animal welfare 
related events and activities; deepen and refine all aspects of communications—from web 
presence to external relations with the goal of creating a stronger brand and public presence; 

 Identify and steward prospective donors; develop and maintain ongoing relationships with 
major donors; Identify prospective individual and corporate donors and develop strategies to 
cultivate those relationships; 

 Oversee organization of special fundraising and donor appreciation events; 
 Develop and track proposals and reports for all foundation and corporate fundraising; 

 
 Ensure timely and accurate report deliveries to funders; 
 Able to work flexible hours, which will include evenings, weekends, and holidays is required; 
 Valid Driver’s License and ability to gain coverage through our motor vehicle insurance is 

required. 
 
KNOWLEDGE, SKILLS AND ABILITIES: 

 Bachelor’s degree in non-profit management or a related field is required; 

 Minimum of 5-years’ experience in senior management required, with a minimum of 3 years’ 
experience in non-profit management; 

 Experience in animal welfare/animal rescue is required; 

 Excellence in organizational management with the ability to coach staff, manage, and develop 
high-performance teams through authenticity, conviction, joy and resiliency; 

 Strong marketing, public relations, and fundraising experience, with a proven track record in 
fundraising and public engagement; 

 Strong written and verbal communication skills; a persuasive and passionate communicator with 
excellent interpersonal and multidisciplinary project skills; 

 Budget development and management experience; 

 Action-oriented, entrepreneurial, adaptable, and innovative approach to business planning; 

 Ability to work effectively in collaboration with diverse groups of people; 

 Genuine passion for and commitment to animal welfare is required; 

 Proficiency in Microsoft Word, Excel and Outlook and social media platforms is required; 

 Excellent oral, written, and organizational skills with a high level of attention to detail is 
required; 

 Ability to maintain professional rapport with HSWC staff, the public, and volunteers and foster 
parents is required. 

 
MENTAL/PHYSICAL DEMANDS: 

 The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  In performing the duties of this 
job, the employee is occasionally exposed to fumes, airborne particles and zoonotic diseases. 
The environment is moderately loud and the worker may be exposed to animal bites and/or 
scratches. 

 The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.   Specific vision abilities 
required by this job include close vision, distant vision, peripheral vision, depth perception and 



  
ability to adjust focus while performing the duties of this job. The employee is regularly required 
to stand; walk; use hands to finger; handle, or feel; reach with hands and arms and talk or hear. 
The employee is occasionally required to climb or balance, stoop, kneel, crouch or crawl and 
taste or smell. 

 
This job description is not intended to be an exhaustive list of all duties, responsibilities, or qualifications 
associated with the job. Duties, responsibilities or qualifications may change at any time, with or without 
notice. 
 
 


