
 

 

 
 

EXECUTIVE DIRECTOR 
JOB DESCRIPTION 

 
Position Objectives: The Executive Director is responsible for the implementation of goals, 
objectives, policies, and plans developed/established by the Board of Directors, 
cooperating with the Board in fulfilling its governance function, and providing leadership 
and overall management direction of the organization.  
 

• Ensures that Palmetto Women’s Center is provided with appropriate 
support systems and responsive, quality service in the areas of program 
services, human resources, development, accounting, and related 
administrative functions necessary to promote the organization’s mission 
in the community and to provide excellent client services. 

•  Plans, implements, and evaluates development (fundraising, public 
relations, and marketing) strategies and programs to ensure the growth 
and stability of the organization, 

• Plans, implements, and evaluates client services programs. 
 
Reports to: The Board of Directors  
 
Supervises: All staff, with direct supervision of all director level personnel.  
 
Qualifications:  
 
1. Spiritual qualifications: 

a. Demonstrates a committed personal relationship with Christ as Lord and Savior.  
b. Active and participating member of a local, Bible-believing church. 
c. Willingness and ability to share the gospel of Jesus by word and example. 
d. Able to provide spiritual leadership and direction for the staff and volunteers.  

 
2. Educational/Experiential qualifications: 

a. Minimum of a bachelor’s degree, preferably in a related field. 
b. A minimum of four years of work experience in a related field. 
c. Exhibits a strong commitment and dedication to the sanctity of human life. 

 
3. Professional qualifications: 

a. Has at least two years of previous experience: 
i. Ministerially, having worked or volunteered in ministry. 

ii. Administratively, with direct experience in supervising paid staff. 

 

VISION 

The vision of 
Palmetto Women’s 
Center is to foster a 
community where 

every individual 
chooses life for their 
unborn child, eternal 
life through faith in 

Christ, and abundant 
life by walking in 

obedience to Him.   
 

 MISSION  

We promote life by 
offering gospel-

centered care and 
counseling, 

excellence in medical 
services and focused 

education and 
resources so that 
abortion would 

become unthinkable.  

 
 



iii. In marketing, development/fundraising, and public relations. 
b. Is able to develop and implement strategic plans and goals for the center. 
c. Is able to carry out responsibilities with little or no supervision. 
d. Exhibits strong and effective skills in interpersonal communication, public 

speaking, writing and media relations. 
 

Major Responsibilities 
 
Leadership: 
 

1. Cast the vision for the center both internally and externally and ensure that all 
initiatives are explicitly connected to the mission. 

2. Serve as the chief encouragement officer, both internally and externally, realizing 
that the center thrives on clients, volunteers, and donors. 

3. Develop an appropriate administrative team that allows the Executive Director 
to do what only the Executive Director can do, delegating and supervising wisely.  

4. Provide spiritual leadership to clients, volunteers, and donors, knowing that our 
greatest challenge is not people or policies, but the spiritual forces of darkness. 

5. Represent the center well in all facets of its mission, serving as the chief face of 
the organization.  

 
 
Administration: 
 

1. Supervisory:  
a. Provide managerial support and direction for all staff and volunteers.  
b. Oversee the performance management process for all staff, including 

annual written and verbal evaluations, goal setting, and professional 
development. 

c. Recruit, hire, develop, and retain qualified staff and volunteers to fulfill 
Board-approved strategic priorities and organizational objectives within 
approved budget parameters. 

d. Foster a culture of continuous learning by ensuring staff and volunteers 
receive the training, resources, and support necessary to perform their 
duties with excellence and integrity. 

e. Ensure that all policies and procedures are up to date, implemented 
consistently, and that new and necessary policies are presented to the 
board for approval.  

 
 

2. Board interaction:  
a. Assists the Board in strategic planning, developing objectives and goals, 

annual planning (including budgeting and program development), and in 
policy development 

b. Prepares for Board Meetings, handling logistics.  

 



c. Provides reports regarding administration and operations to keep Board 
informed (financial, programmatic, public relations, HR, etc.) as 
requested by Board. 

d. Implement goals, objectives, policies, and annual plans set by the Board, 
incorporating them into the daily operations of the organization. 

e. Maintain minutes and reports of all board of directors’ meetings.  
 

3. Financial: 
a. Oversee and ensure that accurate and current financial records are kept 

and reported to the treasurer, chairman of the board, and board of 
directors. 

b. Oversee budgeted expenditures and purchase requests. 
c. Prepares financial reports for the Board as requested.  

 
Development: 
 

1. Provide strategic leadership and oversight for donor cultivation, stewardship, and 
fundraising efforts while maintaining relationships with key donors, community 
partners, and stakeholders. 

2. Ensure the development and effective implementation of donor management 
strategies designed to acquire, retain, steward, and grow donor relationships. 

3. Identify and pursue grant opportunities.  
4. Lead the development and evaluation of ministry programs, ensuring they remain 

mission-focused, impactful, and responsive to community needs. 
 
Public Relations: 
 

1. Expand the visibility of the center’s ministry in the community with the goal of 
obtaining support and involvement.  

2. Assure that the local community (churches, agencies, schools, medical and 
professional organizations) is well educated about the center’s services and 
mission.  

3. Assure that the center and its mission, programs and client services are 
consistently presented in a strong and positive manner to current and potential 
stakeholders.  

4. Develop and maintain strategic relational partnerships in order to acquire 
assistance, knowledge, volunteers and financial support.  

5. Regularly assess client marketing techniques; develop and implement new 
strategies as needed to most effectively reach PWC’s target client base.   

6. Assure promotional materials, including client and ministry websites, are relevant 
and regularly updated.  

 


