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           Interim Executive Director Job Description  
 

 

 

 Job Summary 
The SRDVC Interim ED is an administrative position responsible for leading the agency using standardized 
practices and methods of operation that align with the SRDVC mission and strategic plan. The Interim ED 
reports to the SRDVC Board of Directors (BoD) Executive Committee and acts as a liaison between the 
governing board and the staff. They oversee the personnel management, grant management, and 
administration of the SRDVC programs. In partnership with the BoD Executive Committee, the Interim ED 
oversees the day-to-day operations except for those decisions explicitly requiring a vote of the BoD.  
 

Application Requirements 
Please submit a cover letter, resume, and three references to Emma Scott at emmascott@srdvc.org and 
you will be contacted as soon as possible with next steps. We will be conducting interviews the week of 
7/13, and expect to have the position filled by 7/31. 
 

Job Duties & Responsibilities for the Interim ED 
To perform this job successfully, an individual must be able to satisfactorily perform each of the 
essential duties/responsibilities listed below. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential duties/responsibilities of this job.   
General duties and tasks include, but are not limited to, the following responsibilities: 

1. Management  
a. Maintain a BoD and serve as an ex-officio member of the committees established by the BoD. 
b. Provide the BoD with program and financial updates monthly.  
c. Review the current grant projects with staff and BoD for alignment with mission and strategic plan.  
d. Create and implement a plan for agency funding and sustainability in partnership with the BoD 

Finance and Development Committee and staff.   
e. Oversee the management of budgetary activities using standardized practices and methods. 
f. Secure approval from the BoD for funding applications of $5,000 or more.   
g. In partnership with staff and BoD, revise those grant projects found to not be in alignment with 

SRDVC mission and strategic plan.  
h. Oversee maintenance of official records, documents, contracts, and policies to ensure compliance 

with federal, state, and local regulations.  

Job Title: Interim Executive Director (ED) Reports To: 
SRDVC Board of Directors 
Executive Committee 

FLSA Status: Exempt – 40 hours/week Review Periods: 3 months; 6 months; 1 year   

Time Period:  
June 29 2026, until position is 
filled  

Rate of Pay:  $ 72,800/yearly salary 

Benefits: As outlined in the SRDVC Personnel Handbook 

mailto:emmascott@srdvc.org
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i. Manage and support implementation of projects with designated personnel and community 
partners. 

j. Oversee the grant data management and other data tracking systems.  
k. Oversee subcontracts and MOUs as necessary for programmatic delivery. 
l. In collaboration with designated personnel, prepare and disseminate status updates/grant reports 

regarding project challenges and successes of project goals and objectives. 
m. Represent the SRDVC with representatives from funding sources.  
n. Collaborate with the BoD Finance & Development Committee on developing and implementing a 

strategic funding plan, including fundraising.    
o. Inform the BoD meeting agenda, participate in BoD meetings and functions.  
p. Uphold and/or revise organizational policies that align with state and federal regulations and laws 

relevant to non-profit organizations and the workplace. 
2. Personnel 

a. Responsible for personnel management and strengthening the workplace environment.   
b. Conduct new employee searches and oversee the orientation and onboarding of new personnel.  
c. Manage requests for personnel leave, PFML, professional development, travel, and other 

personnel requests covered under the SRDVC Personnel Handbook. 
d. Provide consistent supervision and timely performance review of personnel. 
e. Establish a workplace schedule for office coverage for self and staff.  
f. Uphold and abide by the SRDVC personnel policies and state and federal regulations and laws 

relevant to employee relations and the workplace.   
g. Oversee the review and update of the personnel handbook with the BoD Personnel Committee. 
h. Coordinate with staff and the BoD the development and implementation of an organizational 

operations manual.  
3. Coalition and Community Relations - Through partnership with the staff and BoD: 

a. Serve as the key public relations representative with media, community partners, and other 
interested organizations.  

b. Maintain communication and updates with SRDV Coalition members.  
c. Oversee the development, editing, and maintenance of SRDVC’s educational materials, including 

digital/media and print publications. 
d. Represent the SRDVC with community partners and at community functions. 

Job Qualifications 
This position is an interim role until a permanent Executive Director is hired as part of a publicized 
search by the BoD. Acting as the interim ED does not preclude the person from applying for the 
permanent position of ED. The interim position is an appointment by the BoD Executive Committee 
with full support of the BoD by vote on 4.12.2024.  
1. Interim ED Required Education/Experience. To perform successfully, an individual must have: 

a) A minimum of a master’s degree in social services, or related field, and at least five years’ 
experience coordinating projects and working with multiple stakeholders. 

b) Knowledge of SRDVC mission, goals, and objectives.  
c) Acquainted with the Coalition partners and the Spokane Region.  
d) Minimum five years of experience with program management.  
e) Minimum three years of strategic planning and action planning experience. 
f) Minimum of three years of experience in domestic and sexual violence associated organizations.  
g) Proficient with computer systems required, including Microsoft Office products. 
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h) Demonstrate understanding of policies and practices that support inclusivity, equity, diversity, and 
social justice in organizational operations, community relations, and organizational impact.   

2. Required Licenses/Clearances:   
a) Valid state driver’s license, required insurance, and/or reliable personal transportation. 
b) After employment, a WSP/FBI background check required at the expense of the employee. 

3. Mental & Other Essential Skills/Abilities. To perform this job successfully, an individual must have 
the: 

a) Adaptability:  ability to adapt to changes, delays, or unexpected events in the work 
environment; ability to manage competing demands and prioritize tasks; ability to change 
approach or method to best fit the situation. 

b) Analytical Ability:  ability to maintain focus for extended periods of time; ability to complete 
research projects with resourcefulness and persistence; ability to synthesize complex or 
diverse information; ability to use intuition and experience to complement existing data. 

c) Computer/Technical Ability:  working knowledge of:  
d) Word Processing software, Spreadsheet software  
e) Internet software 
f) Dependability: ability to follow instructions, both in written and verbal format; ability to 

respond to management direction; ability to complete tasks on time or notify the appropriate 
person with an alternate plan when necessary. 

g) Interpersonal Skills:  ability to maintain satisfactory relationships with others, excellent 
customer service skills and a good overall understanding of appropriate human relations. 

h) Judgment:  ability to make prudent and timely decisions; ability to exhibit sound and accurate 
judgment; ability to explain reasoning for decisions. 

i) Language Ability:  high ability to read, analyze, and interpret general business periodicals, 
professional journals, technical procedures, or governmental regulations; ability to write 
reports, business correspondence, and procedure manuals; ability to effectively present 
information and respond to questions from groups of managers, clients, customers, and the 
general public. 

j) Mathematical Ability:  ability to oversee budgetary and grant invoicing processes; ability to 
understand statistical inferences.  

k) Problem Solving Ability: ability to identify and/or prevent problems before they occur; ability 
to formulate alternative solutions to problems when necessary; ability to transfer learning 
from past experiences to new experiences of similar nature. 

l) Quality Management: ability to complete the essential functions of the job consistently and 
with accuracy; ability to identify errors and take corrective action as needed; ability to 
constructively apply feedback to improve performance; ability to generate ideas to improve and 
promote quality in work. 

m) Motor Coordination:  the ability to coordinate eyes, hands, fingers, and feet accurately and 
handle precise movements. 

n) Reasoning Ability:  ability to solve practical problems and deal with a variety of concrete variables 
in situations where only limited standardization exists; ability to interpret a variety of instructions 
furnished in written, oral, diagram, or schedule form. 

Workplace Environmental Conditions 
While performing the essential duties/responsibilities of this job, the employee may be exposed to: 

• Atmospheric Exposures:  minimal exposure to dusts, fumes, vapors, or mists that 
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could affect the occupational health of the employee. 
• Cold:  minimal exposure to low temperatures that result in significant body discomfort. 
• Heat:  minimal exposure to high temperatures that result in significant body discomfort. 
• Injury Exposure:  minimal exposure to workplace hazards more frequently than 

normal or to potential injuries. 

• Noise Conditions:  minimal exposure to constant or intermittent sounds at a level sufficient to 
cause hearing loss or fatigue. 
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