
 

Job Description 

 

Job Title:   Executive Director 

Department:  Chapter 

Reports To:   Chief Development Officer 

FLSA Status: Exempt 

Revision Date:  January 1, 2019 

 
Pet Partners is the national leader in demonstrating and promoting animal-assisted therapy, activities and 
education. More than forty years since the organization’s inception, the science that proves these benefits 
has become indisputable. Today, Pet Partners is the nation’s leading nonprofit registering handlers of 
multiple species as volunteer teams providing animal-assisted interventions as well as advocating for the 
human health benefits associated with the human-animal bond. 
 

Summary: The Executive Director is responsible for all activity within their chapter related to local activity, 
included but not limited to: fundraising, mission delivery, and marketing, PR and communications and 
works closely with International Headquarters (IHQ) staff to address accounting, internal control, gift 
management and technology needs.  
 

Essential Duties and Responsibilities:  

• Work with IHQ in the development of an annual fundraising plan and execute that plan to achieve 
established annual fundraising goals. 

• Recruit, educate, staff and support volunteer committees to achieve fundraising goals. 

• Work with Senior Philanthropic Advisor to secure major and planned gifts. 

• Supervise the chapter Program Manager and support achievement of programmatic goals. 

• Determine an annual budget, approved by IHQ, that supports centralized services while planning 
for growth of Pet Partners in the market area. 

• Monitor expenses and revenues throughout the year to ensure that budgetary goals have been met. 

• Work closely with IHQ departments for accounting and gift management excellence. 

• Perform other duties as assigned. 
 

Supervisory Responsibilities:  This position initially supervises a Program Manager and then additional 
staff as the chapter grows. 
 

Qualifications: To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability 
required.   

• Ability to think strategically to create partnership opportunities and activation strategies for the 
mutual benefit of all parties involved. 

• Ability to understand both development and program goals and create supporting strategies. 

• Ability to gain buy-in from senior leadership in regards to the obligations the partnership creates and 
then manage internal activity to meet the partnership requirements. 

• Ability to work independently as well as collaboratively with internal staff and outside partners. 

• Flexible working style that fosters productive and collaborative relationships with team. 

• Excellent time management skills in fast-paced environment. 

• Ability to think both analytically and creatively. 

• Willingness to take supervised risks for potential growth. 
 



 

Job Description 

 

Education/Experience:   

• Bachelor's degree or equivalent; and a minimum of four years related experience and/or training; or 
equivalent combination of education and experience. 

• Extensive knowledge in the broad menu of fundraising strategies with an emphasis on special events 
and a track record of fundraising success including the ability to launch successful new initiatives. 

• Demonstrated success generating revenue through fundraising activities at the community level. 

• Ability to represent Pet Partners to senior leadership of other entities and “close the deal.” 

• Proven record of developing successful internal and external relationships. 

• Proven record of successful management of staff and volunteers. 

• Proven ability to successfully manage financial responsibilities. 
 

Certificates and Licenses:   None 
 
Language Skills:    
Ability to read and interpret documents such as general business periodicals, professional journals, 
governmental regulations, safety rules, operating and maintenance instructions and procedure manuals.  
Ability to write routine reports and correspondence.  Ability to speak effectively before groups of 
employees of the organization. 
 

Math Skills:     
Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common 
fractions, and decimals.  Ability to compute rate, ratio and percent and to draw and interpret bar graphs. 
 

Reasoning Ability:    
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram 
form.  Ability to deal with problems involving several concrete variables in standardized situations. 
 
Physical Demands and Work Environment: The physical demands and work environment described 
below represent the activities and surroundings of the positions.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.  

 
To perform the job, the employee is frequently required to talk and hear on the telephone and in person 
with individuals and groups.  The position requires frequent keyboarding and use of a calculator.  The 
incumbent may occasionally reach with hands and arms.  The incumbent is required to read and respond to 
documents in hard copy and electronic form.   
 
The incumbent must be able to take instruction from multiple sources and prioritize appropriately. The 
incumbent occasionally will carry materials weighing up to 20 lbs.    
 
The noise level in the work environment is usually quiet to moderate in an office environment 
 


