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Verity Executive Director Job Description 
 

Job Title: Executive Director 
 

Hours: Full time, salaried, exempt position 
 

Salary: Commensurate with experience 
 

Benefits: Medical for employee per Verity policies, vacation, sick leave, holidays per personnel 
policies 
 

Reports to: Board of Directors 
 

Major Function/ 
Accountabilities: 

OVERVIEW 
Verity is Sonoma County's sole rape crisis, trauma and healing center. Verity is a 
victim-centered, mission-driven organization with the values of compassion, safety and 
support as our primary focus. The ideal candidate has experience in, and knowledge of, 
the rape crisis movement with a clear understanding of all that is involved in 
supporting those who are victimized by the many forms of sexual violence, including 
human trafficking. The ideal candidate will demonstrate an ability to advocate on 
behalf of victims; understand and provide feedback to proposed legislation designed to 
support victims; and serve on a variety of high-level committees where the voice of 
Verity is considered to be critical in making decisions related to those who are 
victimized by sexual violence. The candidate must understand that, due to the nature of 
this work, this position is exempt and on-call 24/7 as a resource to our volunteers, law 
enforcement, SART team and staff when emergencies and/or back up support are 
required. 
 
Fiscal, Risk, and Facilities Management 
Ensures that Verity is fiscally sound. Oversees/supervises all bookkeeping, accounting 
and financial activities. Works with staff and Board to prepare Verity annual budget 
based on agency need. Recommends yearly budget for Board approval and prudently 
manages organization's resources within those budgetary guidelines according to 
current laws and regulations. Presents an annual budget and monthly financial reports 
for Board of Directors.  
 
Establishes rigorous accountability standards for grant and budget tracking. Directs 
financial activities and makes decisions based on plans and policies developed in 
concert with the Board of Directors. Assures compliance accountability to Board, 
funders and regulatory bodies.  
 
Engages with Treasurer and Board in financial planning and diversification activities. 
Meets monthly with Finance Committee to review agency financials. 
 
Identifies, analyzes, and mitigates any risk associated with organizational finances and 
operations. Sustains the daily operation, repair, and maintenance of Verity buildings 
and grounds and maintains ongoing communication with landlord related to said 
buildings and grounds and emerging needs. 
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Fund Development  
Develops resources sufficient to ensure the financial health of the organization. Works 
with grant writer to develop Grant Calendar and tracking, as well as providing 
additional resources for grant writer to research and apply for funding. Oversees 
fundraising planning and implementation, including identifying resource requirements, 
researching funding sources, establishing strategies to approach funders, and 
administrating fundraising records and documentation. Meet and develop relationships 
with community individuals and groups who may be interested in learning more about 
Verity's mission and focus, and align these individuals and groups as ongoing agency 
supporters and contributors. 
 
Obtains contributions, contracts, grants, and in-kind donations to support Verity 
projects and services. 
 
Program Planning and Operations Management 
Oversees program design, development and delivery of quality programs and services. 
Together with the Verity Board, ensures management and leadership of Verity in a 
manner consistent with established sexual assault/crisis management program 
standards and practices. Provides leadership in establishing agency/program goals and 
objectives, setting priorities, and ensuring successful implementation. 
 

 Human Resource Management  
Recruits, manages, inspires, motivates and empowers a strong staff team. 
 
Develops and implements appropriate human resource policies and procedures, 
including training, leadership and staff development, recognition and rewards, 
succession planning, and performance management for all staff. 
 
Oversees an appropriate organizational structure and ensures that the programmatic 
objectives are supported internally. 
 
Promotes an organizational culture that fosters passion for the mission, cooperation, 
open and frequent communication, teamwork, and a common organizational vision. 
Understands the importance of supporting both staff and clients, and must be available, 
when necessary, to provide direct services to victims. 
 
Effectively manages the human resources of the organization according to authorized 
personnel policies and procedures that fully conform to current laws and regulations. 
 

 Public Relations/Marketing 
Sustains the visibility and reputation of the organization through the continued 
development and implementation of marketing/outreach, public relations, and 
community engagement geared to Verity’s various constituencies as well as the public. 
Implements creative strategies to increase public awareness of sexual assault 
prevention, intervention, and Verity program and services.  
Fosters collaborative partnerships with key stakeholders such as law enforcement, the 
courts, and social services. 
Establishes key messages and ensures frequent, consistent, positive messaging occurs 
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to external stakeholders and internally to Verity staff. 
 

 Relationship With Board of Directors 
Responsible for leading Verity in a manner that supports and guides the organization’s 
mission as defined by the Board of Directors. Responsible for communicating 
effectively with the Board and providing, in a timely and accurate manner, all 
information necessary for the Board to function properly and to make informed 
decisions. 
 
Works closely with the Verity Executive Committee, Board of Directors, and 
Development Committee leadership to recruit, train, and maintain a strong, balanced 
Board of Directors and strong, balanced Committees.  
 
Promotes Board of Directors' engagement in critical thinking, strategic planning, 
resource/financial development, membership development and overall organizational 
wellness. Serves as the primary staff person for the Board of Directors. Is responsible 
for overseeing the staffing of all other committees. 
 

Major 
Qualifications: 

The ideal candidate will have: 

§ A baccalaureate degree. Completion of a graduate degree is highly desired. 

§ Transparent and high-integrity leadership. Significant and proven leadership 
skills developed through at least five years in management positions. 
Demonstrated business acumen. Excellent interpersonal, marketing, 
communication, administration, and personnel management skills essential. 
Understanding of non-profit management. Experience working-with and 
developing an effective Board of Directors, Advisory Board and volunteers 
particularly helpful. 

§ Solid, hands-on, budget management skills, including budget preparation, 
analysis, decision-making and reporting. 

§ Strong organizational abilities including planning, delegating, program 
development and task facilitation. 

§ Experience with rape crisis centers, sexual assault prevention and intervention, 
highly desired. Working collaboratively with law enforcement is a plus. 
Effective stress management skills are necessary. 

§ Able to empower staff and delegate responsibility. Highly organized, with 
effective time-management skills.  

§ Ability to build collaborative partnerships with diverse constituents. 

§ Passion for the mission of Verity. 

§ Ability to be on call 24/7, provide direct services to victims and their families as 
necessary, and advocate for client needs as required. 

§ Success at fund development, including knowledge of and success in attracting 
foundation and corporate donations/grants; ability to identify, steward and solicit 
individual donors. 

§ Excellent communication skills, both written and oral; strong presentation skills. 
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Must have public speaking experience and experience with media relations.  

§ The ability to foster a healthy organizational culture, to encourage teamwork and 
collaboration; strong interpersonal skills that include the ability to inspire and 
motivate; effective at conflict management. 

§ Ability to raise the visibility of the organization through successful marketing 
and outreach. 

§ Excellent analytical skills. 

§ Politically savvy 

§ Computer literate. Competent in Word, Excel, and PowerPoint.  

§ An affinity for working with a culturally and politically diverse community. Bi-
lingual Spanish speaker highly desired. 

 
Verity is seeking an individual who meets the above qualifications and is an excellent 
organizational fit. 
 
Verity’s values are: Compassion. Safety. Support. The ideal candidate will model these 
values in all efforts related to Verity. 
 

Submission 
Deadline and 
Application: 

May 31, 2015, at 5 PM ~ Incomplete packets will not be considered.  Select applicants 
will be notified of interview in early June.  It is anticipated that the successful candidate 
will begin the first week of August and will have a two-month transition period with 
current Executive Director. 
 
Application materials, which must include all of the following four items: 

1. Cover Letter addressed to the Hiring Committee 

2. Resume 

3. Completed Verity job application form. This form is available online at: 
http://ourverity.org/wp-content/verity-app.pdf 

4. Writing Sample 

 
These materials may be provided by email to csniffen@ourverity.org, or by mail to: 
 
Verity c/o Chad Sniffen 
835 Piner Road, Suite D 
Santa Rosa, CA 95403 
 
Verity is an equal opportunity employer. Verity does not discriminate, and will not 
tolerate discrimination on the basis of race, color, national origin, ethnic origin, sex, 
sexual orientation, religion or creed, age, handicap or disability as those terms are 
defined under applicable law. 

 


