The Principle Responsibilities of an NGO Executive Director
By Joanna M oshman

In an NGO, the executive director is crucial imterof leadership and management and holds
many responsibilities that are essential in manmai the sustainability of the organization. It is
important that the executive director possess gtowerall knowledge and personal skills in
many different areas in order to be a successfiiefficient leadef. Though the roles of
executive director greatly differ depending on $iee, structure, and purpose of an NGO, there
are some common characteristics that would be lmsdbr most directors to be aware. The
following presents five core responsibilities ordglines that executive directors may explore in
trying to assess their priorities in successfuligning an NGO.

Createa Vision

First and foremost, a successful executive diretiast create a clear vision that is shared with
others in order to provide unity within an orgariaa. This vision must be singular and the
executive director must make sure that his/her ckers understand the vision and are inspired
by it. This will keep them motivated and enthus@about their responsibilities and what is
expected of therfiCreating a vision includes thinking about the fats-anticipating where the
organization is going and what opportunities lieadh It is helpful to envision a goal and what
the organization needs to do in order to be preacthd attain that goall.

Creating a vision also comes hand-in-hand withga strong and thorough
understanding of the organization’s mission. Important to understand that the mission
statement differs from the vision in two ways: éyrbe created by the board of directors rather
than the executive director, and it encompasses arharganization’s purpose is and what
activities they partake in rather than what is gdimbe implemented in the futut&@he
executive director must be deeply committed tontinesion and the context in which it operates.
This is highly significant in guarding against “rsisn drift’—when an organization begins to
stray and get distracted from its crucial programd activities by partaking in activities that do
not directly fulfill its purposé.Following and staying committed to the missioranf
organization helps the executive director stayrackt with the vision and allows him/her to
more effectively accomplish future goals.

Lead and Manage
The most significant part of an executive’s jotesding and managing the organization. This
part of the job includes outlining all the taskattheed to be fulfilled in the organization and
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referring back to the vision in order to help costplthe task$lt is important for the executive
director to think about:

* What tasks are being fulfilled now?

* What tasks are not being fulfilled that need to be?

« What new activities and tasks need to be redefametichanged?

The role of executive director also entails hirargl managing the rest of the staff. (This
excludes the board of directors who are above the execdlirestor and are responsible for
hiring him/her. The primary difference between tle jobs is that the board of directors
governsand deals with problems that the director brirgheir attention, while the executive
director focuses omanagingthe organization and staft.)n doing so, the director should make
sure that programs are being efficiently run arad the staff is fulfilling their responsibilities,
whether in teams or individually. One way to endtis is to prepare an organizational chart
that institutes lines of authority. This providée executive director with an understanding of to
whom his/her employees should report when they hafited a task, or to whom they should
talk to when they are having problems with a pei@oresponsibility. The following is an

example of such a chatt:
( Board of Directors)

|

( Executive Director )

(Administrative AdvisoD C’rogram/Activity Advisﬁ
C Financial Officer ) CCommunlcatlons Offlca C Coordinator #1 ) ( Coordinator #2 )
( Financial Assmtant) Gommumcations Asss% Gssstant to lCoordmato} Gssstant to lCoordmato}
( Clerk #1 ) ( Clerk #2 )

This chart helps organize an executive officeg'sponsibilities in that he knows
with whom he directly deals. For example, the exgeudirector would not deal directly
with the financial officer because this would undere the authority of the
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administrative advisor; he/she is responsible ga&mg to the administrative advisor,
who would then deal with the financial officer.
Lastly, the executive director's management ofstadf also includes:

* Motivating employees by being inspiring and rem@gnoptimistic even when
challenges are being faced.

* Encouraging good performance and values.

» Allocating resources and supplies to the staffrdeoto make sure they have the
correct equipment to complete their responsibdit@the highest potential.

» Making sure that programs and activities are b&ijout efficiently and as
effectively as possible. Ensure that the activitmeglemented are of good quality
and relevant to the mission and vision of the oizzion.

« Advocating and embracing change.

* Being a leader by setting high standards and liby¢hese standards, mentoring
and instilling hope in coworkers and followers, andking hard decisions and
critical choices?

Engage the Community

Engaging the external community is a core respditgifor an executive director because it is
crucial in building essential relationships for tH€0O. The director should be invested in
building relationships with both the outside comityiand with the population that the NGO is
targeting. Promoting awareness of the organizatidhe outside community is essential in
recruiting donors and volunteers in order to halgist the organization. Furthermore, the
population that the NGO intends to aid must fe@luyeely supported and connected with the
people, vision, and mission of the organizafion.

The executive director is responsible for promotimg connection and is, therefore, the
public face of the organization. The director mag¥ocate him/herself as a spokesperson that
both listens and communicates through physicalanidal language. He/she must also
implement relevant activities and programs thaefiethe target community* Responsible and
effective ways to do this include:

» Listening to the community’s needs.

* Recognizing and supporting change within the comityiun

« Utilizing essential interpersonal, communicationd distening skills>

* Supplying the community with necessary financialnian, and technological resources.

» Using the information gained through community pergs to promote greater public
awareness of relevant issués.

» Assessing whether programs and activities have sesressful by talking to community
members and getting their feedback.
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Manage Financial/Fundraising Affairs

While there will most likely be a comptroller onéncial bookkeeper in an NGO, the executive
director is still responsible for making daily amdnthly financial decisions. He/she does not
need to have all the skills that a book keeper halve, but it is important to basically
understand finances and accountihti.is also crucial to understand how to managarfoes
and generate financial statements in order to m@zegvhat kind of financial situation the NGO
is in. Basic financial analysis is also benefiagraterms of monitoring cash flow and
understanding financial trend&The executive director is responsible for presenthe annual
budget on time and making sure that all other fomertasks are completed in an efficient and
timely matter. Lastly, he/she is responsible fatecting the assets of the NGO against fraud
and financial abusg.

Involvement in fundraising affairs is also crudialan executive director’s position. It is
essential to create a strong fundraising plan thighhelp of the board and fundraising staff in
order come up with a strong program that servicel@0?° In overseeing the fundraising
aspects of an NGO, the executive director shousdirenthat:

* Fundraising programs are carried out with highcathstandards.

» There are clear policies in regard to fundraisicigyvéies.

* Funds are being accepted and used responsiblygincammunication with individual
contributors and contributing organizations.

* All board members have made a financial contrilsutio

» He/she has identified fundraising strategies tleaiefit and complement the mission and
vision of the NGO.

« Donors are kept happy and are regularly informexliathe organizatiof?

It is very common for an executive director to deek many of these financial and
fundraising responsibilities, leaving them for tdministrative staff, while focusing on other
issues more directly related to management of B®NHowever, management of finances and
fundraising are both crucial to the sustainabiityan NGO. The executive director should take
the previous section to heart in assessing whetheot he/she is fulfilling all of his/her job
responsibilities?

Support the Board of Directors

While the board of an NGO is essentially respomesibi organizing itself, it cannot effectively
fulfill its job without information, help, and suppt from the executive director. It is essential fo
the executive director to have a %ood relationghip an NGO’s board members by supporting
their operations and administratithiThe following are responsibilities that the exégit

director has to the board:
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» Maintaining structure by sending out notices, pdowj agenda, and coordinating
meetings.
* Respecting them and facilitating discussion on irtged topics relevant to meetings and
structure of an NGO.
» Keeping them informed of decisions and changes.
* Making sure he/she is not dominating the boartinigthe board do their job effectively
without too much interventiof?.
An NGO cannot run effectively and successfully withthe role that the board of directors
plays and it is important that the executive dvect aware and respectful of this.

The preceding five sections provide a brief sé¢hofv-to” guidelines that may be useful
in prioritizing the responsibilities of an execwidirector. Overarching themes present in all five
sections are that it is crucial that an executiveotor act as a mature and well-articulated leader
He/she must be inquisitive, clear, creative, mestamfortable with and open to change, and
must be willing to listen and communicate effediweith others?® Most importantly, an
executive director must be both professionally pasonally motivated.
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