
 

 

Job Title: Executive Director Job Category: Management 

Contact:  Marsha Horshok, Secretary, PPAD Board Director at marsh4@rocketmail.com 

ROLE AND RESPONSIBILITIES 

As a Power Paws Executive Director (PPED), the Employee will be responsible for the overall administration 
of the Power Paws organization. This role is critical to the success of the program. The Executive Director is 
responsible for the overall leadership, planning and management of all operations and resources. The PPED 
will lead the entire Power Paws Community to further the mission and goals in supporting the community.  
This role will serve and advise the Board of Directors on program management, personnel, and needs to 
support the mission. 

KEY FUNCTIONS 

 Strategic planning of programs, operating budgets, and personnel (yearly and visionary) 

 Policy and procedure development and modifications as needed to changing circumstances 

 Lead Power Paws Staff, which includes the hiring and termination of employees as policies indicate 

 Represents Power Paws in the media, or designates a Power Paws representative 

 Support and provide direction to Chief Development Officer and Program Manager in programs and 
fundraising 

 Attend fundraising events, graduations, and community events as required for the role 

 Ensure all nonprofit rules are being adhered to as defined by local, state, and national law 

 Administer payroll, tax filing, insurance, certifications, etc.… as needed to ensure compliance 

 Lead any audit or certification as required to ensure accreditation is maintained or new accreditation is 
obtained 

 Rotate on call duties that include; puppy care, medication distribution, puppy hosting, providing support 
to host if needed, and filling in for absence hosts during on call hours 

OTHER RESPONSIBILITIES 

 Provide needs and recommendations to Board of Directors through monthly meetings. Responsible for 
communicating effectively with the Board and providing in a timely and accurately manner, all 
information necessary for the Board to function properly and make informed decisions  

 Responsible for the fiscal integrity of organization to include submission to the Board a proposed annual 
budget 

 Support and lead entire Power Paws community through creating an enthusiastic and positive 
collaborative environment that promotes teamwork  

 Advocate and promote the mission and goals of Power Paws in the community by attending events  

 Cultivate relationships with clients, volunteers, and donors to extend relationships and provide new 
opportunities for those to become more entrenched in the mission 

 Ensure implementation of policies and conduct periodic audits to ensure they are being complied to 

 Evaluate training classes, programs, and client meetings to support personnel and provide feedback 

 Complete staff evaluations annually and provide timely feedback, both positive and constructive 

 Provide mentoring opportunities, trainings, or conferences to support continuing education of self and 
staff  



      

2 

QUALIFICATIONS AND EDUCATION REQUIREMENTS 

 Strong verbal and written communication skills 

 Ability to build and leverage strong relationships within the community and staff 

 Comfortable with public speaking, presentations, interacting with the community, sponsors, answering 
phones, walk in, and provide hosting for private and public hosting events  

 Strong financial background, including allocation of funds and budgeting to ensure nonprofit program is 
fiscally responsible  

 Required to be on-call 24/7 for emergencies 

 Sound leadership, fundraising, and overall administration is required; experience in nonprofit programs 
preferred 

 Familiar with Assistance Dogs International accreditation and ADA policies, including social policy 
changes that can be influenced through avocation in support of Power Paws mission  

 Possess strong aptitude in office skills and competence in Microsoft Office applications; Salesforce.com 
experience a plus. 

 

 


