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THE OPPORTUNITY 

Reporting to the Board of Directors, the Executive Director, provides leadership and motivation to the Society’s teams 
by building relationships based on trust and integrity, and ensuring collaboration and teamwork is fostered throughout 
the organization. The Executive Director works within policies established by the Board and is responsible for managing 
the day-today operations of the Society, in alignment with its mission, vision and values to develop long-term stability 
for the Society.  

The Executive Director is responsible for carrying out the work of Community Options. The core responsibilities of the 
Executive Director are to oversee the ongoing operations of the Society and strive to fulfil the vision of the Board of 
Directors to maintain and further our Mission through the goals set in the strategic plan. 

The Executive Director holds a key leadership position in the Society and, as such, assumes complete responsibility for 
carrying out Board assigned policies and day-to-day operations of the Society. The Executive Director will act as a 
consultant to the Board and its Committees, utilize their authority to direct the implementation of the Society’s 
programs and services, and maintain responsibility for the management of finances and all staff and volunteers. 

The Executive Director ensures fund development activities are robust and comprehensive and leverages the Society’s 
ability to increase revenues through donations, sponsorships and other forms of revenue generation, to meet the 
growing needs in the community. 

KEY ROLES & RESPONSIBILITIES 

Program and Policy Management 

• Supports the development of programs and services that work towards the vision and mission of the Society, 
within policy guidelines set by the Board. 

• Ensures policies, procedures and standards are in place and reviewed for efficiency, effectiveness, and safety. 

• Leads and facilitates the research, planning, development, implementation and evaluation of programs and 
services. Ensures regular program evaluation is undertaken and change is based on an analysis of the data 
gathered.  

ABOUT COMMUNITY OPTIONS 

Community Options is a non-profit charitable organization, registered in 1976, which has provided services to 
children and their families since 1977 in the Edmonton and the surrounding area. Community Options' priority at all 
times is the well-being of children, families and communities. 

Community Options offers children an enriching experience, positively impacting lifelong learning, behaviour, health 
and quality of life. The role of parents in childcare and upbringing remains of primary importance; the supportive 
relationship between staff and families is key to success in the services we offer. Our early learning and care options 
are characterized by a curriculum based on children’s development needs and interests, trained teaching staff, 
specialized support services and continued leadership facilitating program improvement. 

Our Mission 

Community Options supports the diverse learning needs of children and families through inclusive early childhood 
education and community initiatives. 

Our Vision 

Empowered families building inclusive communities. 
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• Develops, implements, and monitors all operating procedures and policies ensuring the ethical, effective and 
safe delivery of service consistent with the philosophy, mandate and goals of the Society. 

• Develops, reviews and amends (as required) operating plans, policies and procedures that support the 
organization’s activities and oversee effective and efficient day-to-day operations. 

• Monitors the day-to-day delivery of the programs and services to maintain or improve quality. 

Governances / Board Relations 

• Ensures that there is an effective framework of governance which provides the direction and parameters 
within which business is conducted, align accountabilities and authorities, and define any required policies, 
standards, and guidelines. 

• Develops operating plans, policies, and budgets for Board approval. 

• Attends Board or committee meetings as required. 

• Provides the Board of Directors and Committees with accurate information, reports, resources, and analysis 
to support timely and informed decision making. 

• Facilitates business meetings of the Society through sending out timely reminders, plus agenda, minutes and 
key information. 

• Provides regular and reliable communication and reports on the organizations progress to the Board. 

Leadership 

• Works in collaboration with staff, the Board and relevant community partners to accomplish goals and to fulfill 
responsibilities. 

• Facilitates open communication and positive working relationships with staff, the Board, membership, and 
relevant community partners. 

• Maintains a culture of safety and mental wellness by ensuring adherence to established policies and standards 
and develop new programs and initiatives as required. Supports, coaches, and mentors staff that may be 
dealing with difficult subject matter. 

• Identifies and resolves complex and emerging issues that may have operational, community, or administrative 
implications. 

Public Relations and Stakeholder Management  

• Effectively communicates the Society’s Vision and Mission to employees, partners, and stakeholders.  

• Promotes community awareness of the Society’s mission and goals. Seeks public engagement opportunities 
to further the goals of the Society. 

• Increases awareness of the Society by developing effective relationships with local media. 

• Provides oversight and maintains effective relations with external and internal stakeholders. 

• Acts as the formal spokesperson for the Society in all matters, other than those that are Board related. 

• Acts as the agency liaison with key stakeholders, funding agencies, and various community agencies. 

• Participates in networking and community relations activities on behalf of the Society. 

• Builds strong working relationships with others, both inside and outside the Society. 

• Assists Board Committees in preparing advocacy programs and acting as an advocate for the Society. 

• Supervises the recruitment of membership to the Society. 
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• Seeks, prepares, submits, and reports on funding and grant proposals, applications and reports as required or 
requested. 

• Supports and provides direction to the production center, fund development, client services and 
administration office. 

Strategic Planning 

• Plays a leadership role with the Board in strategy development for the Society. Supports the Board in decision-
making, planning and establishment of strategic objectives and initiatives, and the formulation of operational 
policies. 

• Identifies required resources to achieve goals. 

• Communicates with key stakeholders to identify the changing needs of the community that is served by the 
Society. 

• Conducts internal and external environmental scans, market, and product comparative analysis to identify 
emerging issues or trends that may impact on the organization. 

• Aware of and keeps abreast of the trends, priorities, changing environment, within the sector. 

Financial Management 

• Monitors the Society’s financial position and ensures the organization remains financially viable. 

• Oversees the preparation and presentations of annual budgets to the Finance Committee and then for 
approval from the Board of Directors. 

• Takes a leadership role to ensure the effective coordination of programs and appropriate collaboration 
between funders. Administers the funds of the Society according to the budget approved by the funders. 

• Oversees sound bookkeeping and financial risk management procedures. 

• Works with and advises the Treasurer and Finance Committee. 

Risk Management 

• Ensures the Society complies with pertinent legislation as it affects all operations. 

• Evaluates the potential assets and liabilities of a project, proposal, or strategy. 

• Ensures that both risks and opportunities are identified, evaluated, and addressed effectively to mitigate risk 
to the organization.  

• Assesses risks to the Society’s financial security and growth. 

Personnel Management  

• Responsible for the development and review of all job descriptions, performance evaluations, interview 
formats, qualifications and ensure personnel policies are followed. Oversees the hiring, supervision, evaluation 
and release of staff. 

• Assumes primary responsibility for team building, training, and professional development planning for staff. 

• Promotes an environment that supports and encourages staff initiatives.  

• Provides regular, appropriate, and constructive feedback. 

• Oversees the recruitment, orientation, and training of volunteers. 
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THE PERSON 

The ideal candidate will possess a track record of success of progressive management and leadership experience, 
preferably in the not-for-profit sector.  Knowledge and experience working in education, childcare and/or early 
childhood development would be considered a strong asset.  

The successful candidate will be an energetic, mission driven and effective communicator who is committed to making 
a difference in our community. The successful candidate will possess significant experience representing an 
organization within the community, stakeholders and/or government. 

QUALIFICATIONS & EDUCATION REQUIREMENTS 

• A bachelor’s degree in a related field; a master’s degree is preferred. An equivalent combination of education, 
training, and experience will also be considered. 

• Solid business acumen combined with familiarity with the sector.  

• Knowledge of relevant community and government resources and stakeholders is an asset. 

• Experience with resource development would be considered an asset.  

• Experience in identifying, creating, nurturing, and developing relevant partnerships. 

• Project Management experience. 

• Change Management experience.  

• Proven track record working successfully with a Board of Directors. 

• Demonstrated interest in continuing professional development. 

Position requirements: 

• Champion of inclusive philosophy. 

• Current Intervention Record Check and a Criminal Record Check are required for employment (both need to 
be 6 months or more recent prior to hire date).  

• Vehicle and current driver’s license are mandatory. 

• Must have or obtain Standard Child Care First Aid and CPR within 90 days from hire date. 

KNOWLEDGE, SKILLS & ATTRIBUTES 

Visionary Leadership: An innovative strategic thinker who sees the big picture and is committed to achieving results 
with a positive, professional, and solution-oriented attitude. Can effectively communicate the vision, mission, and 
expectations to all levels within the organization as well as to external stakeholders. A coach and team builder; 
identifies and mentors future leaders. A “servant” leader. Maintains a steadfast culture in the organization. Able to 
identify and anticipate the future trends in the sector, as they relate to the organization.  

Social Entrepreneurship: Is a mission-driven individual who uses a set of entrepreneurial behaviours to obtain a 
significant social return on investment. Combines visionary and real-world problem-solving creativity to create and 
sustain a high social value. Recognizes and relentlessly pursues new opportunities to serve the mission of the 
organization. Engages in a process of continuous innovation, adaptation, and learning. Takes reasonable risks on behalf 
of the people the organization serves. Organizes, creates, and manages a venture to improve social outcomes and 
enhance social wealth. 

Resourceful: Sources out possibilities; develops new ideas and moves them forward. Utilizes all the resources available 
and involves other members of the team as necessary to get the job done. Creative and takes advantage of 
opportunities, while recognizing the necessity of working within limited resources. 
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Interpersonal Savvy: Relates openly and comfortably with diverse groups of people. Strong ability to develop and 
cultivate strong relationships with a broad range of stakeholders. Treats staff, clients, colleagues, and others with 
respect; resolves conflicts respectfully and in a timely manner, negotiates effectively, and provides effective feedback 
to colleagues/employees.  

Change Management: Personal capacity to adapt to change, lead competently through change, and make strategic 
adjustments to address changing needs. Enjoys and embraces new challenges. 

Collaboration: Promotes and enables cooperation across the organization, and anticipates, understands, and responds 
to the needs of the various internal and external stakeholders to meet or exceed their expectations within the 
organizational parameters. 

Communicate Skills: An excellent communicator with strong written and verbal skills. Highly effective internal and 
external communication skills. Builds trust through presenting ideas clearly and effectively listening to others. Is a 
straightforward, tactful, and respectful communicator. 

Behave Ethically: Has a strong ethical fiber. Understands ethical behaviour and business practices and ensures own 
behaviour is consistent with these standards and aligns with the mission and core values of Community Options. 

Diversity and Inclusiveness: A leader who empowers staff by respecting and appreciating what makes them different, 
in terms of age, gender, ethnicity, religion, disability, sexual orientation, education, and national origin. 

Client and Service Focused: Utilizes a human-centred approach in service design and delivery. Models and fosters a 
proactive and results-oriented operating style with a service and client focus.  

Courage: Steps up to address difficult issues, saying what needs to be said; champions an idea or position despite 
dissent or political risk; faces difficult issues and supports others to do the same; translates position into actionable 
feedback. 

Pragmatic Decision Maker: Assesses situations to determine the importance, urgency, and risks, and make clear 
decisions that are timely and in the best interests of the organization. Believes in involving people in processes to 
establish priorities and shows sensitivity to changing approaches. Shows strong common sense and intuitive judgment 
abilities. 

Organizational Skills: Set priorities, develop a work schedule, monitor progress towards goals, and track 
details/data/information/activities. Determine strategies to move the organization forward, set goals, create, and 
implement action plans, and evaluate the process and results.  

COMPENSATION 

A competitive compensation package will be provided including an attractive base salary and excellent benefits. 
Further details will be discussed in a personal interview. 

FOR INFORMATION PLEASE CONTACT 

Ardyce Kouri or Cecilia Oteiza Ayres  

Leaders International Executive Search 
Suite 501 Fox One 
10226 – 104 Street 
Edmonton, AB T5J 1B8 

Phone: 780-420-9900 

Email: Edmonton@Leadersinternational.com 
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