Bethel Pro-Life Ministries

Voice of Hope Pregnancy Centers

Employment Contract

Job Title:  
Executive Director

Supervisor:  
Board of Directors

Classification: 
Full Time  

Hours:
40 per week
Salary/Pay:
Negotiable
The Executive Director in conjunction with the Board of Directors; plans, implements, and coordinates fundraising efforts and community activities that will encourage, maintain, and increase philanthropic support to meet the short and long term needs of the pregnancy centers and medical clinic. These activities shall be consistent with the mission and goals of the organization and shall reach individuals, corporations, churches, and para-church organizations in the community. The Executive Director will oversee and direct all aspects of the ministry operations.
Qualifications:

· Be a committed Christian who demonstrates a personal relationship with Jesus Christ as Savior and Lord.

· Be able to carry out responsibilities with no direct supervision.

· Be able to provide spiritual leadership, discipleship, and support to the volunteers and staff

· Exhibit skills in interpersonal communication, public speaking, and problem solving.

· Be a person of demonstrated integrity, maturity, and sound judgment, capable of upholding the policies and procedures of Bethel Ministries and be in complete agreement with the Statement of Faith and Mission Statement

· Demonstrate a knowledge and skill in administration and management. The Director shall have an understanding of the problems involved in pregnancy and unmarried parenthood.
· Be a member in good standing in a local church. 

Duties of Executive Director:

· Responsible for all managerial and administrative duties relating to the entire Ministry.

· Be responsible for keeping the appropriate Board committees informed of all operations.

· Attend Board meetings and committee meetings as requested by the Board of Directors.

· Be responsible for seeing that the philosophy and established policies and procedures are carried out.

· Be responsible for financial overlook and disbursement.

· Be responsible for dealing with the appropriate officials in order to meet licensing and government standards.

· Be responsible for supervision of all staff members.

· Be responsible for all affiliations with various organizations.

· Hold regular staff meetings.

· Prepare and annual budget for presentation to the Board; keep Board advised of financial needs, supervise purchasing and operation within the budget established.

· Assure proper staff coverage at all times.

· Assure that all record keeping meets the requirements of appropriate licensing agencies.

· Coordinate professional consultation so as to assure that services provided are consistent with agency, licensing and professional standards.

· Be available to staff personnel and appropriate licensing representatives.

· Develop a viable internal organizational structure designed to help staff meet the goals and objectives of the Ministry, including the development and implementation of a plan for the delegation of tasks to staff.

· Attend training and in-service education as appropriate and as budget permits.

· Provide ongoing supervision and support for staff and evaluate on an annual basis the performance of each staff member.
· Assist Volunteer Coordinator with recruiting volunteers (Add 12/2013)
· Maintain contact with secular agencies, churches and civic organizations, pastors, representatives of the media and the public. (Add 12/2013)
· Network in the communities and establish relationships with other businesses, agencies, and organizations (Add 12/2013)
· Formulate operational policies and procedures necessary for the consistent operation of the Ministry.
· Maintain and update client and donor websites.

· Create / Finalize quarterly newsletters.

· Sign donor communication letters.

· Create and distribute all marketing materials for ministry.

· Speak at public events on behalf of ministry.

· Enter data into client and donor software.

· Carry out all fundraising events and generate new funds.

· Sign and mail checks.

· Research and maintain up to date and current governmental procedures necessary for the operation of medical clinic and the Ministry. 
· Such other duties as may be prescribed by the Board of Directors.

Hours of Work:

· Executive Director will work approximately 40 hours per week.

· When the Executive Director is required to represent the organization during non-working hours, compensatory time shall be granted by allowing equal time off for the hours representing the center.

· Executive Director shall be granted additional time away from the Ministry to attend training conferences on both a national and state basis. Such time for training shall be approved by the Board of Directors and shall be subject to budgetary restraints.

Overtime/Comp Time:

· Full time employees (40 hours per week) will receive overtime pay at the rate of 1.5 times.
· Part time employees (employees working less than 40 hours per week) may receive overtime at the rate of 1.0 time.  Overtime pay for part time employees must be approved by the Executive Director and/or Board of Directors.
Time Reporting:

· Accurately recording time worked is the responsibility of every hourly employee.
· Federal and state laws require Bethel Ministries to keep and accurate record of time worked in order to calculate employee pay and benefits.
· Time worked is all the time actually spent on the job performing assigned duties.
· It is the employee’s responsibility to sign his/her time record to certify the accuracy of all time recorded.
· The Executive Director will review and then initial the time record before submitting it for payroll processing.
· If corrections or modifications are made to the time record, both the employee and the Executive Director must verify the accuracy of the changes by initialing the time record.
Compensation:

· The employer shall be responsible for withholding of all necessary federal and state taxes from each paycheck and shall make such tax payments to the appropriate agency in a timely manner.

· Increase or decrease in salary level established shall be made on an annual basis by the Employer after assessing the annual review of the Executive Director.

Vacations:

· The Executive Director shall be entitled to an annual vacation of five (5) working days. Initial vacation time may not be taken until the Executive Director has worked six months, unless otherwise approved in writing by the Board of Directors.

· After the second year of employment, employee will receive up to ten (10) working days of vacation time.

· All vacation days are subject to approval by the Board of Directors.

· The Executive Director must submit vacation leave at least thirty (30) days prior to the dates requested.

· The Executive Director shall secure adequate coverage and supervision of the Ministry while absent on vacation.

· Vacation days do not roll over into the following year
Sick/Personal Leave:

· Paid sick leave for the Executive Director shall consist of 3 paid sick/personal days/year.

· No compensation shall be paid for unused sick leave from year to year. (Days do not roll over into the following year).

Holidays:

· The Executive Director shall be granted paid holidays for New Year’s Day, Good Friday, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Christmas Eve and Christmas Day.

· The Centers shall be closed on such holidays.

· Calendar dates to be observed as holidays shall be specified and posted at the Center.
