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Position Description: Interim Executive Director 
 

The mission of the Rotterdam Community Center (RCC) is to nourish our neighbors in mind, body, 
and soul, and serve as a community hub where all people can connect to the resources they need. 

 
RCC is an equal opportunity employer. All qualified applicants will receive consideration for 

employment without regard to race, color, religion, sex, sexual orientation, gender identity, national 
origin, disability, or veteran status. 

 
The Executive Director is classified as a full-time, exempt employee who reports directly to the 
Board of the Rotterdam Community Center. 
 
Job Overview & Impact 
The Executive Director serves as the chief executive officer of the Rotterdam Community Center 
and works collaboratively with the Deputy Executive Director and Board to facilitate overall 
leadership and management of the organization’s Strategic Plan. The Executive Director will set the 
tone and define the culture for the RCC, be the primary external face, secure large financial 
contributions, build and maintain strong community partnerships, communicate impact, and 
uphold the mission, vision, and values of the center. 
 
Key Responsibilities 
Leadership & Strategy 

• Collaborates with the Deputy Executive Director and the Board to develop and implement 
strategic goals, programs, and policies. 

• Serves as the public face of the organization and a trusted representative to partners, 
funders, and the community. 

• Fosters an inclusive, mission-driven culture among staff, volunteers, and program 
participants. 

 
Fundraising & Financial Oversight 

• Leads an annual Financial Development Plan in collaboration with the Deputy Executive 
Director through major donor visits, cultivation of corporate sponsors, grant writing and 
reporting, and fundraising/friend-raising events. 

• Develops the annual budget in collaboration with the Deputy Executive Director, Treasurer, 
Bookkeeper, and Budget & Finance Committee. 

 
Community Engagement & Partnerships 

• Builds and maintains strong relationships with local organizations, schools, government 
agencies, and residents in collaboration with the Deputy Executive Director. 

• Represents the organization at public events, meetings, and media opportunities in 
collaboration with the Deputy Executive Director. 
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Board Relations 
• Collaborate with the Board and Governance Committee to develop policy and facilitate 

long-term planning. 
 
Qualifications 

• Bachelor’s degree in nonprofit management, public administration, business, or related field 
(or equivalent experience). 

• Minimum 3–5 years of management experience, preferably in a nonprofit or community-
based setting. 

• Proven ability to manage budgets, staff, and community programs. 
• Strong communications skills (public speaking, print, digital). 
• Grant writing and financial development experience. 
• Ability to work on-site and be present to support programmatic needs, including some 

evening and weekend hours required. 
• Knowledge of or willingness to learn NYS and federal nonprofit law. 
• Experience working with nonprofit boards. 
• Be able to pass a background check. 
• Proficiency with management of digital platforms to support description above. 
• Agree to abide by all policies and procedures found in the Employee Handbook. 
• Demonstrated skills in Microsoft Word, Excel, and other platforms needed to perform duties 

of the position. 


