
Job Title: MHHS Executive Director 

Nature of Work: Full-time (35 hrs./week) 

Closing Date: November 6, 2015 

Job Summary 

The Executive Director oversees a broad range of fiscal and program responsibilities for 

the Society and related external programs to ensure operations efficiency, quality, 

service and cost-effective management resources. He must be a team and institution 

builder who is able to take the Society as an interactive force, a responder and a leader 

to the community and the community to MHHS. 

Reporting to the CEO & President, the Executive Director acts as the key organizational, 

informational and support resource in the wide range of managerial, administrative, 

scheduling and other roles which this position entails, and will carry out the 

responsibilities of the position as defined below: 

Specific Duties and Responsibilities 

 Demonstrates leadership for the development and implementation of new 

programs; 

 Plans, markets and implements MHHS Programs, developing overall programs 

and overseeing development of content, budgets, and marketing strategies; 

 Develops funding proposals, solicits grant information and provides leadership 

from different private and government sources; 

 Provides fiscal oversight and evaluation; develops strategic operating plans; 

reports progress and results to the MHHS Board of Directors; 

 Oversees a comprehensive marketing and public information program; 

 Manages staff of MHHS office with both management practice and style that 

must provide an environment in which all staff can achieve their individual goals 

and aims in the context of a shared set of values about MHHS and its role in the 

community; 

 Represents MHHS within the local immigrant community, as well as provincially 

and nationally; and 

 Performs other related duties assigned from time to time. 



Knowledge, Skills and Abilities 

 Knowledge of leadership and management principles as they relate to non-profit/ 

voluntary organizations 

 Knowledge of all federal and provincial legislation applicable to voluntary sector 

organizations including: employment standards, human rights, occupational 

health and safety, charities, taxation, CPP, EI, health coverage etc 

 Knowledge of current community challenges and opportunities relating to the 

mission of the organization 

 Knowledge of human resources management 

 Knowledge of financial management 

 Knowledge of project management 

Proficiency in the use of computers for: 

 Word processing 

 Financial management 

 E-mail 

 Internet 

Personal Characteristics 

The Executive Director should demonstrate competence in some or all of the following: 

 Adaptability: Demonstrate a willingness to be flexible, versatile and/or tolerant in 

a hanging work environment while maintaining effectiveness and efficiency. 

 Behave Ethically: Understand ethical behavior and business practices, and ensure 

that own behavior and the behavior of others is consistent with these standards 

and aligns with the values of the organization. 

 Build Relationships: Establish and maintain positive working relationships with 

others, both internally and externally, to achieve the goals of the organization. 

 Communicate Effectively: Speak, listen and write in a clear, thorough and timely 

manner using appropriate and effective communication tools and techniques. 

 Creativity/Innovation: Develop new and unique ways to improve operations of 

the organization and to create new opportunities. 



 Focus on Client Needs: Anticipate, understand, and respond to the needs of 

internal and external clients to meet or exceed their expectations within the 

organizational parameters. 

 Foster Teamwork: Work cooperatively and effectively with others to set goals, 

resolve problems, and make decisions that enhance organizational effectiveness. 

 Lead: Positively influence others to achieve results that are in the best interest of 

the organization. 

 Make Decisions: Assess situations to determine the importance, urgency and 

risks, and make clear decisions which are timely and in the best interests of the 

organization. 

 Organize: Set priorities, develop a work schedule, monitor progress towards 

goals, and track details, data, information and activities 

 Plan: Determine strategies to move the organization forward, set goals, create 

and implement actions plans, and evaluate the process and results. 

 Solve Problems: Assess problem situations to identify causes, gather and process 

relevant information, generate possible solutions, and make recommendations 

and/or resolve the problem. 

 Think Strategically: Assesses options and actions based on trends and conditions 

in the environment, and the vision and values of the organization. 

Experience 

Years of progressive management experience in a voluntary sector organization 

Wage and Benefits: Subject to funding confirmation. This  is a full-time position, 

with CPP, EI, WCB benefits and 4% vacation. 

Please address the cover letter to Tomas Avendano, President & CEO and email resumé 

including the cover letter to toma@helpinghouse.org or to Michael Cayetano: 

mcassociates@hotmail.com. It should not be more than 4 pages. 

Only those selected for an interview will be contacted. 

 


