
 

Position Description: 

Executive Director 

The Executive Director role is a high level executive role requiring excellent leadership and 

management skills.   

Responsibilities  

1) Responsible for strategically managing the organizations' day to day activities and operations 

2) Ensuring the organization is fiscally sound 

3) Supervising the work and development of a professional staff 

4) Building strong board relationships 

5) Strong leadership skills, team building 

6) Excellence in planning and execution  

7) Strategic planning and implementation 

8) Self-Starter 

9) Excellent communication skills and able to communicate with the board in an effective manor 

10) Advocate for the organization - public facing, relationships 

11) Manage and develop key KPMIs and prepare quarterly scorecard 

12) Remain current on state and national initiatives and policies that may affect current or future 

CCR&R projects and services in Missouri. Follow current dialogues around education data 

quality and child care and other current issues in child care and related fields. 

13) Provide state-level leadership and coaching for Network Member Agencies related to quality data 

collection, analysis and reporting, on both Missouri’s child care landscape (e.g., economic 

impact, supply, demand, rates, professional development, and quality) and on Child Care Aware® 

of Missouri services. Oversee data analysis and report production for state reports. 

14) Pursue data partnerships and MOUs to obtain consistent, accurate, disaggregated data directly 

from originating sources, such as recognized accrediting bodies (e.g., NAEYC, NAFCC, NECPA, 

COA, MOA, etc), DHSS (licensed facilities, licensed capacity, licensing age limits, other 

licensing restrictions), DSS (e.g., number of children at each facility paid for by subsidy, 

registered vendors, contractors, etc.), and other community partners. 

 

 

 

 

 

Duties 

1) Fund Development - Create and implement an annual fund development plan 

2) Grants - ensure that an ongoing process for identifying and securing grants is in place.  Prepare 

grant reports including financial accounting 



3) Board Responsibilities - prepare documents for, attend and participate/present all board and 

executive board meetings.  Build strong board relations and trust while serving as the liaison 

between the Board and staff. 

4) Financial Oversight - manage the budget and identify ways to improve costs.  Oversee all 

financial records including donations and expenditures. 

5) Human Resources - manage the professional staff and provide written goals and performance 

reviews. 

6) Community Outreach - meet with community leaders and prospective donors and volunteers.  

Develop strong community partnership, including relationships with local network agencies. 
 

Objectives  

1) Advance fundraising 

2) Develop KPMIs and communicate to the board. 

3) Develop strong community relations and knowledge of the organization 

4) Develop and implement long term strategic plan around the mission of the organization. 

5) Staff oversight - develop a professional staff and appropriate succession planning 

6) Create and oversee financial budget and forecast 

7) Create a organization structure and working environment to fulfill the mission and vision of the 

organization. 

8) Develop collegial, fiscal, and partnership relationships with other state-level organizations that 

work on the child care, early education and after-school systems. 

 

Qualifications 

• MS/MA in public administration, early care and education, child development, or a closely 

related field. 

• 15 years relevant experience, with at least 5 years of leadership/executive/management/ 

supervisory experience 

• Excellent written and verbal communication skills 

• Intermediate-level skills in Microsoft Office products, including Outlook, Word, Excel and 

PowerPoint 

 

Reports to: 

Board of Directors 


