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EXECUTIVE DIRECTOR JOB DESCRIPTION 
 

Woven Pregna ncy Ca re is Christia n ministry working with women, a nd their 
fa milies, who a re experiencing a n unexpected pregna ncy. 
 
Pos it ion  Ove rvie w  

The  execu tive  d irector (ED) has fu ll re sponsib ility for the  overa ll day to  day 
opera tions of the  cen tre  to  e ffective ly ca rry out the  vision  and  m ission  of the  
organiza tion . Reporting to  the  board  of d irectors, the  ED acts as the  public face  for 
the  centre , ensuring a  h igh  standard  of ca re , deve loping centre  pe rsonne l to  the ir 
fu ll poten tia l th rough sp iritua l leadersh ip , and  sa feguard ing the  hea lthy functioning 
of lega l and  financia l a spects of the  organiza tion . The  executive  d irector is  h ired , 
eva lua ted , and  rep laced  a t the  d iscre tion  of the  board .  

 
The  ED should  seek to  be  a  role  m ode l in  a ttitude , speech , and  actions in  

the ir consiste n t da ily wa lk with  Jesus Christ. They should  be  prepared  to  exp la in  
Pregnancy Care  Canada 's  re ligious be lie fs and  practices to  a ll visitors and  ca lle rs. 
And they should  be  p repared  to  provide  re sources and  assistance , consisten t with  
the  Sta tem e nt of Fa ith  and  Mission  Sta tem ent, to  a ll those  who inquire . 
 
 
Re p or t in g St ru ct u r e  
Reports to  the  board  of d irectors  
 
Supervises: 
Directly supervises  

➢ Clien t se rvices d irector (CSD) 
➢ Adm in istra tive  pe rsonne l 

 
Ind irectly supervises  

➢ Clien t support workers in  collabora tion  with  the  CSD unless the re  is  no CSD.  
 
 
Qu a lifica t ion s  

1. Expresses fu ll agreem ent with  the  cen tre ’s Purpose, Mission a nd Vision 
Sta tements, the  Sa nctity of Huma n Life Sta tement, the  Sta tement of Fa ith, and  
Core Va lues.  

2. Expresses fu ll agreem ent with  Centre ’s Code of Ethics a nd Professiona l Conduct 
and  Lifestyle Sta nda rds policy. 



 

 
 

Exe cu t ive  Dir e ct o r  Job  De scr ip t ion : Wove n  Pre gn a n cy Ca re     2 

3. Have  experience  as a  sta ff or voluntee r in  som e m in istry capacity. 
4. Have  a  passion  for the  work, vision , and  m ission  of the  centre  a s we ll a s a  

love  for the  pe ople  in  the  com m unity tha t we  seek to  se rve . 
5. Not required  but is  a  conside red  an  asse t to  have  ob ta ined  a  ba che lor’s or 

m aste r’s degree  in  a  re la ted  fie ld  such  as hea lth  ca re , socia l work, business 
adm inistra tion , com m unity deve lopm e nt, or an  equiva le n t com bina tion  of 
educa tion  and  work experience . 

 
 
Pe r son a l At t r ib u t e s  

1. Fle xib le : Able  to  m anage  sh ifting organiza tiona l prioritie s and  
responsib ilitie s. Will understand  the  evolving na ture  of a  role  in  an  
organiza tions sta rtup  position  where  ta sks and  responsib ilitie s beyond 
specifics la id  out in  the  job  descrip tion  will need  to  be  done .  

2. Au t on om ou s : Uses in itia tive  to  ge t th ings done . Ab le  to  see  a  need  and  
execute  a  solu tion  in  pa rtne rsh ip  with  the  board  of d irectors. 

3. Ap p roa ch a b le : Works we ll and  seeks to  de ve lop  the  best in  pe ople . Able  to  
de lega te  ta sks with  clea r d irection  and  som e freedom  in  its  execution .  

4. Art icu la t e : Can  express them se lves we ll in  pub lic and  in  writing with  m in im al 
prepara tion  tim e . Fam ilia r with  the  vision , m ission , and  day to  day activitie s 
of the  centre  and  ab le  to  com m unica te  how tha t vision  is  be ing executed  
curren tly.  

5. Pe rsu a s ive : Successfu lly conveys ideas, va lues, and  vision  to  o the rs. 
6. Pe op le -focu se d : Effective ly builds hea lthy, m utua lly beneficia l re la tionsh ips 

both  in te rna lly and  exte rna lly. 
7. St ra t e gic-t h in ke r : Plans and  d irects pa ths to  overa ll organiza tiona l success. 

Able  to  th ink beyond the  sta tus quo of the  da ily and  p lan  to  im prove  the  
organiza tion  as a  whole . 

8. Re silie n t : Low reactivity to  the  e ffects of stre ssors, ra re ly fee ls overwhe lm ed 
by workload , projects, or deadlines. Able  to  take  on  the  ro le  of the  leader tha t 
supports the ir sta ff and  volun tee rs and  lea ds them  with  gentleness when 
the re  is  friction  or confusion .  

9. Pra gm a t ic: Exhib its  the  m anageria l courage  to  m ake  tough decisions with  
lim ite d  resources. Does not seek to  p lease  everyone  but does the re  best to  
act lovingly like  Christ even  when its  d ifficu lt.  

10. Ob je ct ive : Trea ts people  fa irly; can  rece ive  feedback without fee ling 
em barrassed  or de fensive . Will no t a llow o the rs actions or gossip  to  colour 
the ir pe rspective  about another pe rson  without ge tting to  know tha t pe rson  
and  form  the ir own opin ion .  
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Kn ow le d ge  a n d  Com p e t e n cie s  

1. Ad m in is t r a t ive  e xp e r t ise : Significant expe rience  and/or proficie ncy in  an  
adm inistra tive  position  requiring m anagem ent and  supervision  of both  
financia l and  hum an resources. 

2. In t e rp e r son a l sk ills : Exhib its  clea r ab ilitie s  in  re la tionship  m anagem ent, 
in te rpe rsona l com m unica tion  (writing and  public speaking), and  problem  
solving. 

3. Le a d e rsh ip  sk ills : Dem onstra tes sign ifican t sp iritua l and  em otiona l m a turity 
in  re la tionships, teaching, and  leadersh ip  a b ilitie s. 

4. Sp ir it u a lit y Le a d e rsh ip : Speaks and  acts in  a  way tha t exh ib its  a  deep  
understand ing of and  com m itm ent to  Christian  love  and  e th ics and  
encourages othe rs to  do the  sam e .  

 
 
Re sp on s ib ilit ie s  
 
The weight placed on each of these responsibilities will likely change as different factors such 
as staffing and volunteers change as the center seeks to become established, functional, and 
effective in the community. For example before the center hires a CSD there will likely be less 
time spend on ministry development and administrative oversight and more time spent on 
management, direct client care, and staff development.  
 
Min is t ry De ve lop m e n t  (50%) 

1. Prepare  an  annua l fundra ising p lan  tha t e s tab lishes rea listic, tim e-bound, 
actionable  goa ls for genera l fundra ising, m a jor donor giving, p la nned  giving, 
church  engagem ent, and  com m unity eve nts. 

2. Engage  with  donors and  stakeholders to  foste r growing re la tionship  and  
shared  vision  be twee n them  and the  organiza tion . 

3. Oversee  crea tion /deve lopm e nt of prin t and  online  resources tha t 
com m unica te  the  vision  of the  organiza tion  to  the  com m unity. Ensure  th is is  
done  in  collabora tion  clien t ca re  pe rsonne l to  accura te ly re flect e xce llence  in  
ca re  offe red  by the  ce ntre . 

4. Be the  ca re taker of the  vision  of the  organiza tion  ensuring it is  on  m ission  a t 
a ll tim es. 

5. Work with  key centre  pe rsonne l to  e nsure  tha t cen tre  program m ing is 
consisten t with  organ iza tiona l policies, including evange lism  and  sp iritua l 
ca re  of clien ts. 
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Ad m in is t r a t ive  Ove rs igh t  (20%) 
1. Attend  a ll board  m ee tings; p repare  and  present regula r reports. 
2. Equip  and  se rve  the  board  in  ca rrying ou t its  m anda te .  
3. Through regula r m ee tings, support the  program  directors and  CSD in  

addressing program  needs and  m ain ta in ing a  h igh  standard  of clien t ca re . 
4. In  consulta tion  with  the  board  and  sta ff, se t the  overa ll stra tegic d irection  

and  prioritie s for the  organiza tion  includ ing working with  team s to  deve lop  
short and  long te rm  goa ls. 

5. In  consulta tion  with  the  treasure r and  boa rd  cha ir, deve lop  an  annua l budge t 
tha t is  p resente d  to  the  board  of d irectors for approva l. 

6. Mainta in  accura te  records, collect and  com pile  sta tistics for m on th ly re ports 
to  the  board  and  othe r organiza tions as required . 

7. Ensure  organiza tiona l policies and  procedures a re  curren t and  be ing 
followed by sta ff and  voluntee rs. 

8. Coordina te  a  yea rly ca lendar for the  organiza tion . 
9. In  addition  to  clien t support and  se rvices noted  previously, oversee  the  

following as ca rried  out by sta ff and  voluntee rs:  
a . facility and  m ain tena nce   
b . prepara tion  of m onth ly newsle tte r, b i-annua l church  newsle tte r, and  

prayer le tte rs  
c. correspondence  including e lectronic and  ha rd  copy 
d . donor com m unica tions, including grant applica tions  
e . clien t m arke ting and  advertising, includ ing website , em ails, and  socia l 

m edia  
f. ordering of supplies and  brochures 
g. event prepara tion   

 
Hu m a n  Re sou rce s  Le a d e rsh ip  (15%) 

1. Recruit and  provide  m anageria l support, d irection  and  supervision  to  ce ntre  
pe rsonne l. 

2. Conduct form al annua l written  eva lua tions  of program  directors and  ensure  
program  directors a re  equipped  to  com ple te  eva lua tions for othe r sta ff and  
voluntee rs. 

3. Provide  professiona l deve lopm ent opportunitie s for sta ff and  key voluntee rs. 
4. Work with  the  CSD to coord ina te  clien t support se rvices. 
5. Facilita te  regula r cen tre  pe rsonne l m ee tings to  ensure  e ffective  team  

functioning and  share d  objectives. 
 
Sp ir it u a l Le a d e rsh ip  (10%) 
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1. Set the  sp iritua l a tm osphere  of the  organiza tion  by provid ing 
encouragem ent and  d irection  for the  sta ff and  voluntee rs. 

2. Discip le  program  leaders. 
3. Model a  Christ-like  a ttitude  with  grace , hum ility, and  courage  
4. Apply b ib lica l p rincip les and  e th ics to  the  opera tion  of the  organiza tion  in  

m ain ta in ing its  Christian  witness in  the  com m unity. 
5. Pray for clien ts; p ray with  and  for cen tre  pe rsonne l and  supporte rs. 

 
Com m u n it y Re la t ion s  (5%) 

1. Deve lop  connections with in  the  com m unity tha t support clien t ca re , e .g., 
re fe rra ls to  and  from  othe r agencies. 

2. Represent the  organiza tion  a t com m unity events, com m ittees a nd  othe r 
opportun itie s to  enga ge . 

3. Engage  with  m edia  and  othe r com m unity stakeholders a s needed . 
 
Ma n a ge m e n t  (~%) 

1. Works with  the  ED and key centre  pe rsonne l to  e nsure  tha t ca re  of clien ts is  
consisten t with  organ iza tiona l policies regard ing evange lism  and  sp iritua l 
ca re  of clien ts.  

2. Mainta ins, reviews, and  upda tes clien t support se rvices policies and  
procedures. 

3. Provides reports to  the  ED annua lly, or a s requested . 
4. Gathers and  organizes annua l support se rvices sta tistica l in form ation . 
5. Oversees m ain tenance  of clien t file s. 
6. Manages clien t support workers, including: 

a . Scheduling. 
b . Holding regu la r m ee tings to  eva lua te  clie n t ca re  needs and  p lan  

support. 
a . Debrie fing following clien t sessions and  offe ring suggestions and  

encouragem ent. 
b . Ensuring appropria te  clien t fo llow up  is  com ple ted . 

2. Provides sp iritua l ca re  for sta ff including, bu t no t lim ited  to , facilita ting 
devotions, p raying with  sta ff, and  m ain ta in ing openness to  sp iritua l ca re  
d iscussions. 

 
Dire ct  clie n t  ca re  (~%) 

1. Provides d irect support se rvices for clien ts.  
2. Facilita te s program s with  clien ts. 
3. Arranges for clien t re fe rra ls and  follow up  a ppoin tm en ts. 
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4. Evalua tes, se lects, and  m ain ta ins nee ded  e duca tiona l m a te ria ls and  
com m unity resources for clien t use . 

5. Prays with  and  offe rs sp iritua l ca re  for clien ts a s they consent to , offe ring 
sp iritua l ca re  re fe rra ls to  loca l churches and  othe r re ligious agencies a s 
requested .  

 
St a ff De ve lop m e n t  (~%) 

1. Assists in  recru iting, se lecting, and  in te rvie wing possib le  clien t support 
workers to  m ee t centre  needs. 

2. Oversees tra in ing and  orien ta tion  of clien t support workers, including with  
respect to  the  Woven Pregnancy Care ’s Christian  m inistry and  m ission . 

3. Evalua tes clien t support workers on  a  regula r basis. May conduct annua l 
pe rform ance  reviews. 

 
All pe rsonne l, including sta ff and  volun tee rs, should  seek to  be  a  role  m ode l in  
a ttitude , speech , and  actions in  the ir consis ten t da ily wa lk with  Je sus Christ. They 
should  be  prepared  to  expla in  Woven Pregnancy Care ’s Christian  be lie fs and  
practices to  a ll visitors and  ca lle rs. They should  be  prepared  to  p rovide  resources 
and  assistance , consisten t with  the  Sta tem ent of Fa ith  and  Mission  Sta tem e nt, to  a ll 
those  who inquire . 
 
Ap p roxim a t e  Hou rs   
 

This position  is  expected  to  sta rt off a t 20-30 hours pe r week with  the  
possib ility of increasing hours a s the  cente r deve lops and  if dem and for se rvices 
increases.  
 
Con t a ct  In fo  

 
To apply or request m ore  inform ation  p le ase  em ail: connect@wovencare .ca  
 
Pos it ion  Op e n in g 

 
The  position  will be  open  until a  su itab le  candida te  is  found. 
 

mailto:connect@wovencare.ca

