
 
 

 
Executive Director 

Job Opening 
 

 
At HomeStart, we envision thriving neighborhoods where everyone has equal access to quality housing 

opportunities. We are hiring an Executive Director who is ready to lead our current staff in our foundational 
work in the region, and to secure funding to add the next line of business needed by our focus audiences. With 
offices in Rockford and Freeport, HomeStart provides financial and housing coaching and education that helps 
each household meet their next life goal. We also offer Single Family Rehab to qualified homeowners, and run 

a Volunteer Income Tax Assistance program during tax season. We work with partners and local leaders to 
understand what our neighborhoods need, and then advocate to bring those resources directly to our friends and 
families. If you ready to invest, empower and collaborate so that the communities in Northwest Illinois thrive 

and grow, then we want to hear from you! 
 
 
Job Title: Executive Director 
Location: Regional 
Reports to: Board President 
Status:  Exempt, Full Time; Grade 16 

  
Job Summary 

 
The Executive Director provides oversight of day-to-day operations, fiscal management, resource 
development, and strategic planning for the organization.  The Executive Director carries out the will of 
the Board of Directors and ensures that the mission, philosophy, and strategy identified by the Board are 
implemented in the programs and services offered by the organization.  The Executive Director is 
responsible for working with the Deputy Director to lead the staff in achieving the organization’s annual 
objectives and goals.  The Executive Director positions the organization to grow prudently and 
strategically while carefully managing the current operation of the agency.   

  
Principal Duties and Responsibilities 

Organizational Leadership 
 

• Provide proactive, entrepreneurial leadership to identify and explore opportunities to collaboratively or 
unilaterally expand services that advance the mission and strategic goals of the organization. 

• Oversee the Deputy Director, who will plan and manage programs and projects that further the mission 
and strategic direction of the organization.  

• Work with Finance Director to ensure that sound financial management occurs including development 
and monitoring of annual operating, programmatic, and capital budgets, creation and maintenance of 
adequate fiscal records, and cooperation with annual financial audits. 

• Maintain an organizational climate that attracts, motivates, and retains top quality employees and 
volunteers. 

• Ensure compliance with all contracts and funding agreements and Board policy 
• Prepare a long-term strategic plan that encompasses the philosophy and policies selected by the board 

and provides clear and measurable goals that will support those policies. 
 
  



Board Relations 
 

• Report activities of the organization thoroughly and in a timely manner to the Board 
• Ensure the Board has information necessary to make wise decisions regarding 

o Strategic planning and setting organizational and program direction 
o Establishing and reviewing policies and procedures 
o Production and Program Evaluation  
o Conducting fundraising activities 

• Provide support to the Board of Directors in recruiting for nominations process for new Board and 
Committee members. 

• Analyze the financial data submitted by the Finance Director and alert the board of any new trends or 
variances.  Provides monthly year-to-date income and expense & reports, and balance sheets by 
nonprofit fund accounting principles and practices. 

• Work with the Board and Staff to establish a succession plan. 
• Staff Board Meetings and prepare reports, agendas, materials, etc. for the meetings. 
• Attend Committee meetings when feasible. 

 
Community Relations 
 

• Serve as the primary spokesperson for NW HomeStart to the general public, community organizations 
and public agencies and supervise the public relations work of NW HomeStart staff. 

• Ensure positive relations with NW HomeStart members, donors, homeowners, and clients. 
• Establish and maintain collaborative, cooperative working relationships with funding agencies, 

community organizations, partners and individuals. 
• Advance agendas for NW HomeStart in general on local, state, regional and national levels by 

representing organization in various community groups, coalitions and organizations. 
 
Resource Development 
 

• Work with the Board of Directors, other staff and volunteers to develop and implement fundraising 
strategies to ensure enough funds are available for the organization to carry out its mission. 

• Direct the organization’s resources to develop realistic but ambitious fundraising plans. 
• Work with staff to complete grant applications to support the work of the organization. 
• Engage potential donors and build relationships. 
• Seek continuation of support from existing donors.   
• Supervise the preparation and mailing of thank you letters for donors. 
• Prepare requests for funding and submit them to potential donors. 
• Search for grants with single or multiyear funding opportunities.  Write grant proposals and submit 

them.  Supervise the implementation of grants received.   
 
Staff Oversight 
 

• Responsible for hiring, training, supervising, and termination of senior management staff. 
• Retain top quality personnel to support the successful operation of NW HomeStart. 
• Maintain a positive work environment that promotes collaboration and understanding between staff and 

ensures active participation of all staff, volunteers, interns and Board to advance the work of 
organization. 

• Divide and assign work effectively, delegating appropriate levels of freedom and authority to staff. 
• Implement adequate staff supervision practices that may include (but are not limited to) regular staff 

meetings, one-on-one meetings, and delegation of authority and oversight 



 
Preferred Skills and Qualifications 
 
• Bachelor’s Degree in Community Development, Business, Urban Studies, or related field. 
• Minimum five (5) years of relevant experience in leadership role.  Experience in not-for-profit environment 

highly desired. 
• Experience and good skill in using personal computers and application software, particularly MS Excel, Word, 

and other computer programs. 
• A combination of equivalent experience and/or education may be considered. 
• Successful experience working with a Board of Directors and with Board committees 
• Knowledge of affordable housing programs and funders and issues affecting low-moderate income people 
• Demonstrated leadership ability, including the ability to motivate staff and to support a collaborative and 

participatory work environment 
• Ability to serve as an effective advocate and community spokesperson 
• Willingness and proven ability to work with people of all ages and income levels from a variety of racial, 

cultural, educational, and lifestyle backgrounds 
• Excellent written and oral communication skills 
• Strong public speaking ability 
• Experience in work related to social and economic justice 
 
If interested in applying, please send your cover letter and resume to HomeStart’s Board President, Kelvin 
McIlwain: ktm515@yahoo.com.  
 
Posting will be open through Friday, April 15. 
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