
 Posi�on Summary 

 Title  Execu�ve Director 

 Loca�on  Holland, MI (hybrid; in-office and remote) 

 Reports to  Board of Directors 

 Salary & Benefits 

 This is a salaried, exempt posi�on. 

 The salary range for this posi�on is $71,000—110,000 + bonus eligibility 
 (Hiring range: $71,000—90,000) 

 The benefits package includes a generous PTO, holiday, and office closure program 
 that priori�zes healthy work/life balance, as well as 100% of individual health 
 insurance benefits for employee and limited family coverage. 

 Travel 
 Occasional travel for mee�ngs and programming primarily to Lansing, Michigan with 
 limited statewide or out of state travel obliga�ons for industry conferences. 

 Pos�ng/Close Date  Open un�l June 5, 2023 

 An�cipated Start Date  On or before July 30, 2023 

 Media�on Services (  media�onservices.works  ) promotes  peace by providing dispute resolu�on services in Allegan, 
 O�awa and Barry Coun�es for the past 30 years.  The organiza�on is one of 16 community dispute resolu�on 
 centers in Michigan governed by the Michigan Supreme Court Administra�ve Office (“SCAO”) and par�ally 
 funded to provide families, children, schools, businesses and other organiza�ons with media�on and restora�ve 
 jus�ce programs and services. 

 The Execu�ve Director leads the work of the organiza�on to achieve its mission.  The Execu�ve Director 
 reports to the organiza�on’s Board of Directors and is accountable for opera�onal effec�veness, program 
 excellence, budget development, financial health and stability, board governance, funds development, 
 community rela�ons, and the overall success of the organiza�on. The Execu�ve Director represents 
 Media�on Services in the community and with community leaders and partners, courts, schools, 
 community organiza�ons, donors, volunteers, and the media. 

	1	



 KEY RESPONSIBILITIES 

 Strategy and Management 
 ●  Lead the planning and execu�on of the organiza�on’s strategy, ensuring annual organiza�onal goals are 

 achieved; modify the organiza�on’s strategic plan in collabora�on with the board 
 ●  Oversee all opera�ons 
 ●  Follow all applicable legal and regulatory guidelines to assure the organiza�on’s ethics and compliance 
 ●  Develop and implement consistent policies, prac�ces, and programs that are mission-driven and that 

 con�nue to build the founda�on for the organiza�on’s culture of excellence 
 ●  A�ract, develop and retain top staff and volunteer talent to achieve organiza�onal results 
 ●  Direct the work of staff members and volunteers, providing transparent feedback and professional 

 development to mo�vate and empower them 
 ●  Maintain an effec�ve data collec�on/retrieval system and an appropriate technology infrastructure to 

 op�mize opera�onal effec�veness, repor�ng and planning. 

 Fiscal Success 
 ●  Establish and monitor sound financial policies and annual and long-term strategies approved by the 

 board are developed and managed to drive organiza�onal and program success 
 ●  Prepare an annual budget for board review and approval 
 ●  Ensure financial objec�ves and budget limits are consistently met 
 ●  Oversee all financial ma�ers including but not limited to monthly financial statements, annual review 

 and audit, tax filings, and all necessary record-keeping ac�vi�es 
 ●  Evaluate, create, and implement sources of revenue annually for sustainability and growth 

 Board Rela�ons 
 ●  Direct the implementa�on of strategies and ac�ons of the board-approved strategic plan including 

 annual goals and objec�ves; prepare interim and annual reports 
 ●  Provide effec�ve communica�on to and between the board and various commi�ees by a�ending board 

 and standing commi�ee mee�ngs, assis�ng with opera�onal planning, and coordina�ng communica�on 
 among the commi�ees 

 ●  Ensure the board is fully informed of the opera�onal, legal, and financial condi�ons of the organiza�on 
 and all the important factors influencing them 

 ●  Work with the board and its commi�ees to ensure sustainable board composi�on, con�nuity, terms of 
 service, commi�ee structure, board development and succession planning 

 ●  Work with the board to find, recruit new members; direct the orienta�on of new board members 

 Funds Development and Community Rela�ons 
 ●  Advance  the  mission  and  vision  of  the  organiza�on  and  serve  as  the  organiza�on’s  spokesperson  and 

 ambassador to the public, stakeholders, community partners, the board and staff and volunteers 
 ●  Increase  awareness  and  impact  of  the  organiza�on  by  clearly  ar�cula�ng  its  mission,  vision,  programs, 

 and strategic direc�on through speaking and advocacy 
 ●  Lead  fund  development  plan  and  fundraising  efforts  and  ensure  management  of  posi�ve  rela�onships 

 with current and prospec�ve donors and funders 
 ●  Oversee  donor  requests,  grant  wri�ng  for  individual,  corporate,  and  founda�on  support,  and  iden�fying 

 new diverse funding opportuni�es and revenue streams 
 ●  Manage  strategies  to  approach  and  nurture  current  rela�onships  with  funders  and  partners  and  ensure 

 that the organiza�on’s success is communicated effec�vely 
 ●  Achieve strategic and annual fundraising goals 
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 QUALIFICATIONS AND LEADERSHIP CHARACTERISTICS 
 Educa�on and Professional Experience 

 ●  Bachelor’s Degree and advanced training in nonprofit management, public administra�on, court 
 management or a related field 

 ●  5 years or more leadership experience in a non-profit environment 

 ●  Opera�ons experience in strategic planning; program development and implementa�on, fundraising and 
 effec�ve financial management and repor�ng internally 

 ●  Demonstrated management skills that focus on delega�on, accountability, problem solving and 
 effec�veness 

 ●  Experience in developing and improving donor rela�onships to increase dona�ons 

 ●  Experience with working with courts and legal systems 

 ●  Demonstrated commitment to alterna�ve dispute resolu�on methods including media�on and 
 restora�ve jus�ce 

 As Media�on Services further engages its staff, board, mediators, and community partners in its search process, 
 addi�onal responsibili�es and characteris�cs may be added to reflect their needs and desires. 

 Equal Employment Opportunity 
 Media�on Services strives to offer open and accep�ng community programming. Our board of directors and 
 staff are commi�ed to building a diverse and inclusive team working on behalf of those we serve. We are an 

 equal opportunity employer. 

 For more informa�on and to apply, please visit: 
 h�ps://survey.alchemer.com/s3/7333097/2023-Media�on-Services-ED-Applica�on 
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