
Position Title – Executive Vice President 
Community Foundation of Howard County 

 
The Foundation 
"The mission of the Community Foundation of Howard County is to connect people, resources and causes to 
produce a positive and sustainable change in the communities we serve." 
To express the underlying philosophy of the Foundation, the Board of Directors drafted a series of "core 
values" statements. These values guide persons who do the work of the Foundation, whether as volunteers or 
paid staff, as they interact with donors, grantees and the community:  
Stewardship 
The Foundation will prudently manage the resources entrusted to it, maintaining confidentiality and seeking 
growth of resources.  
Integrity 
The Foundation, its directors and staff will hold themselves to the highest ethical standards and strive to 
achieve the best business practices. 
Open Door 
The Foundation will be available to all segments of our defined community. 
Service to Donors 
The Foundation offers opportunities to donors to improve the quality of life in their community by fulfilling 
their charitable goals.  
Service to Community 
The Foundation will improve the quality of life through leadership by building endowments that are directed 
toward meeting the needs of the community. 
 
Job Classification 
This is an exempt professional position as defined under the Foundation’s personnel policy. 
 
Position 
Responsible to:  President of the Community Foundation of Howard County – also serves Carroll and Clinton 
Counties 
Working closely with the President, directs, coordinates and supports all of the Foundation’s functions, 
programs, and services in accordance with the policies established by the Board of Directors.  The Executive 
Vice President will serve as a secondary Executive Officer of the Foundation, with the potential to transition 
into the President’s position.  In this capacity, the Executive Vice President will share responsibility for the 
financial and operational management of the Foundation, for establishing strong relationships with both donors 
and the not-for-profit community, and for directing public awareness efforts toward promoting the good works 
of the Foundation. 
 
A.  Asset Development  

 Works to increase donor base and build relationships between the Foundation and donors/prospective 
donors including major gifts, planned gifts, annual giving and special events. 

 Works with the Board and Professional Advisors Committee to develop knowledge of potential 
donors. 

 Actively seeks to increase the Foundation’s asset base in order to support its grantmaking goals. 
 Keeps the Board informed of donors and funds new to the Foundation. 

 
B.  Donor Relations 

 Communicates the various needs within the community to donors. 
 Provides donors information regarding the incorporation of charitable giving in their estate planning 

and the services provided by the Foundation in this area. 
 Reports, at least annually, to each donor of the various endowment funds the status of contributions 

and distributions of such funds. 
 Assist donors as they seek to fulfill their charitable goals. 

 
 



C.  Governance and Stewardship 
 Informs the President of developments affecting the Foundation; may represent the President to the 

Board of Directors. 
 Functions as staff resource for the Boards and all Staff Committees. 
 Prepares for the recommendation of the annual operating and grants budget from the Finance 

Committee to the Board of Directors. 
 Work with the President to ensure financial accountability is maintained, may supervise audit process 

and be responsible for the preparation and submission of all required federal and state reports. 
 Works with legal counsel and financial advisor in all areas of the Foundation’s legal management and 

financial accountability. 
 Participate in the supervision and evaluation of Foundation staff. 

 
D.  Public Awareness 

 Serves as representative and liaison for the Foundation in Howard, Carroll, and Clinton counties and 
provides leadership in philanthropic community activities. 

 Work with the President, Communications Officer and Marketing Committee on a marketing plan to 
build awareness and promote the Foundation’s image through various communication channels 
locally, in our three counties served. 

 Promotes educational programs for professional advisors and maintains position as a liaison with them 
to further the charitable goals of their clients. 

 
E.  Grant Management 

 Assists the Board and Grant Policy Committee in identifying the present and emerging needs of the 
community. 

 Works with the Vice President of Programs to assist agencies in submitting appropriate applications, 
investigate merits of requests, and provide information to aid the Grant Committee in the decision 
process. 

 Directs the administration of grants from donor-advised funds and designated funds. 
 

Perform other duties and responsibilities as assigned by the President. 
 
Desired Skills and Talents 
 

 Effective communication skills; both written and oral, including listening, extemporaneous speaking, 
ability to analyze, to think critically and to explain alternatives clearly. 

 Ability to raise substantial funds from individuals, businesses, private foundations, and other potential 
contributors. 

 Ability to work effectively and collaboratively with community leaders including executives of other 
charitable organizations. 

 A compelling commitment and passion for the philanthropic sector and to the betterment of the 
communities served by the Foundation. 

 Ability to learn quickly and monitor Foundation activities in a field of complex legislation and 
regulations. 

 Capacity to determine community needs and to evaluate funding requests with patience, open-
mindedness, mature judgment and imagination. 

 Self-disciplined, self-starting style, accustomed to working without supervision, and capable of 
leading, motivating, and inspiring staff, board members and volunteers. 

 Strong administrative, managerial and organizational skills. 
 Fiscal management experience and familiarity with/ability to support investment activities. 
 Highest level of personal and professional ethics, integrity and quality standards. 



Education, Experience, Background 
 College degree or equivalent, preferably with some emphasis on business administration, 

organizational management, philanthropy or communications. 
 Working in the management of an organization and in the development and implementation of plans 

and programs to achieve organizational objectives. 
 Knowledge of the area to be served would be a plus. 
 Knowledge and experience about community organization and fundraising is desirable.  The essential 

function of the Executive Vice President for such a Foundation is to continue to motivate the board 
and volunteers to carry forward an active development program and to interpret to the community the 
potential of the Foundation. 

 
Skills and experience in organization management, business administration, investment adiminstration, 
communications and fund development are much to be desired in a candidate. 
 
Qualified candidates might currently work in fields such as:  financial institution (e.g. trust officer), public 
relations, marketing, business management, administration of a social service, cultural or other public service 
organization, educational administration or fund development, estate planning (e.g., CLU, attorney, CPA). 
 
Compensation  
Salary negotiable depending on individual experience and qualifications. 
 
To Apply  
Please send resume, cover letter and salary history by September 9, 2016, to: president@cfhoward.org. 
 
 

 


