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the hospice hub Job Description
connecting end of life care
Position Title: Executive Director
Location: 33 Lewis Street, Pert, Ontario K7H 2R4
Reports to: Board of Directors

Employment Type: Regular Part-Time - 24 hours per week

Position Summary

Reporting to the Board of Directors, the Executive Director is responsible for providing strategic
and operational leadership. The Executive Director oversees the day-to-day operations to ensure
the delivery of compassionate, high-quality hospice care. The Executive Director works
collaboratively with staff, volunteers, healthcare partners, and the community to achieve the
organization’s goals.

Key Duties and Responsibilities
Leadership & strategy

e Strategy - lead the development of strategic plan, fund development, and hospice residence
initiative in collaboration with the Board.

e Board governance support - provide the Board with information and insights necessary to
fulfill their governance responsibilities including budget, finance, risk, and performance reports.

Operations & program oversight

e Program delivery - manage the day-to-day operations to ensure the delivery of high-quality
hospice care. Oversee the implementation of new programs and services.

¢ Quality assurance and continuous improvement - implement quality indicators to identify
continuous improvement initiatives. And assess and enhance the quality of hospice care
services, grief and bereavement support, volunteer management, and support services to align
with Hospice Palliative Care Ontario (HPCO) quality of care standards.
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o Policy development and implementation - oversee the development and implementation of
clinical, operational, and administrative policies and procedures.

o Compliance: ensure all legal and regulatory documents are filed on a timely basis, and monitor
compliance with laws and regulations.

Human resources & volunteer leadership

e Staff and volunteers - select, lead, support, and develop staff and volunteers, fostering a
culture of collaboration, diversity, inclusion, and learning.

Fundraising & community engagement

e Fundraising and grants - lead fund development, donor relations and grant writing.
e Community engagement - act as primary spokesperson, and build strong partnerships with
healthcare providers, stakeholders, donors, and community members.

Financial & risk management

e Operational plan and budget - develop and implement the annual operational plan and
budget in collaboration with the Board.

¢ Financial oversight - manage the financial operations including bookkeeping, payroll, and
vendor payments. And provide regular financial reports to the Board.

o Risk management - identify and manage operational, financial, and organizational risks, and
provide an annual risk report to the Board and quarterly updates of any changes in the risk
profile.

Qualifications & experience

e Senior leadership experience in healthcare, community-based services, or not-for-profit
organizations.

e Post-secondary degree in business administration, commerce, healthcare, social services or a
related discipline. A master’s degree would be considered an asset.

o Demonstrated experience in fund development, community engagement, and project
management.

o Skilled in program development, financial management, and quality and risk management.

e Strong communication, collaboration, and team building skills.
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