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420 Mill Street, Nelson, BC V1L 4R9 
www.nelsonwomenscentre.com 				info@nelsonwomenscentre.com
Empowered Healthy Community.

West Kootenay Women’s Association
Executive Director 

About the Centre

For more than 50 years, the Nelson & District Women's Centre has been a place where women, gender diverse people and their children can learn, connect, be empowered and engage in community. From our space at 420 Mill Street, we offer free food, clothing and toiletries, peer counselling and referrals, a feminist library, volunteer training, youth programming, and a community kitchen and garden.	Comment by Launa Aspeslet: Can this be made to flow a bit better without repitition?

Intersectional feminism is one of our core values. We recognize the intersectionality of our directors, staff, members, volunteers and service users, and we meet people where they are at, with empathy and compassion.

We are looking for an Executive Director who shares these values to lead the Centre: securing funding that keeps our services free, supporting our staff and volunteers, and working closely with our Board. If you want work that makes a visible difference in a close-knit Kootenay community, we would like to hear from you.
 
What you’ll do

As our Executive Director, you'll guide WKWA's objectives in line with our mission, vision, strategic plan and intersectional feminist values. You'll lead administration, program development and fundraising, make the most of our finances, staff and resources, and provide financial leadership by managing budgets and monitoring our long-term strategic fiscal plans.

Key responsibilities include:

A. ORGANIZATIONAL LEADERSHIP
1. Oversee the efficient, effective day-to-day operations of the Centre, guided by an operational plan built around our strategic goals and objectives
1. Provide leadership in developing, implementing, monitoring and evaluating all projects, programs, services and activities
1. Identify, evaluate and mitigate risks to the organization

B. GOVERNANCE & COMPLIANCE
1. Work with the Board to set organizational plans and financial goals, and help shape strategic planning at regular three-year intervals
1. Collaborate on reviewing and developing policies and procedures that ensure sound governance, including legal and financial commitments
1. Keep the Board fully informed on the condition of the organization and the key factors influencing it
1. Support Board operations, including attending and participating in monthly meetings, preparing board packages when requested, and supporting director orientations 
1. Help plan the Annual General Meeting, maintain an accurate member mailing list and ensure timely notice to members
1. Prepare the Annual Report and ensure accurate, timely reporting under the BC Societies Act and to the Canada Revenue Agency, including directors' status, to maintain charitable status

C.  FUNDRAISING & FINANCE
1. Secure funding for all projects and operations through grants, sponsorships and donations, and work with the Fundraising Committee on fundraising plans
1. Lead grant applications from planning to submission, and meet all funder and legal reporting requirements
1. Grow our CanadaHelps monthly giving program, manage donor and member relationships, and issue tax receipts
1. Develop the annual budget with the Treasurer, and present financial statements, revenue projections and expenditure forecasts (including capital projects) at monthly finance meetings
1. Manage funds within the approved budget: track revenue and expenses, allocate costs to the correct grants and classes, and approve expenditures within Board-delegated authority
1. Work with the bookkeeper and accountant on the compiled financial statements

D. HUMAN RESOURCES
1. Oversee all human resources with an inclusive, intersectional feminist approach, help develop and maintain HR policies, and ensure approved policies are implemented and followed consistently
1. Develop job descriptions and lead recruitment, contracting and, when needed, terminations, in line with our values, BC Employment Standards and our policies
1. Monitor staff training, evaluation and professional development, and oversee the training and support of project volunteers
1. Support effective internal communication

E. HEALTH AND SAFETY
1. Support compliance with all policies and procedures on safety, building maintenance schedules and fire code regulations
1. Document incidents promptly through incident report forms and take appropriate action
1. Ensure the organization and all staff know and follow current, relevant legislation, such as Occupational Health and Safety, FOODSAFE, the Accessible British Columbia Act and the Workers Compensation Act
1. Update and implement our crisis management plan

F. COMMUNITY RELATIONS
1. Represent WKWA to local government, regulatory bodies, donors, funders, supporters, the general public and the media
1. Take part in local networks and build partnerships that advance equity and social justice with non-profits, social service agencies, women's organizations and others
1. Implement a communications strategy that increases our visibility, including promotional materials and electronic and print communications.
Perform other duties that may be required in the day-to-day operations at the Nelson Women’s Centre.
What you bring

EXPERIENCE & KNOWLEDGE
1. 3+ years of nonprofit management experience
1. Education and/or equivalent training in community services
1. Experience in grant writing and fundraising
1. Experience developing and managing budgets (QuickBooks knowledge)
1. Demonstrated experience developing and implementing programming
1. Knowledge of local Indigenous history and current affairs
1. Working knowledge of community services and resources in the area
1. Strong computer skills: Microsoft Word and Excel, Adobe Acrobat, Canva, Mailchimp, social media, WordPress, Google Workspace, printers and more
HOW YOU WORK
1. A strong understanding of, and alignment with, intersectional feminism, equality and equity, and social justice
1. A strengths-based, non-judgemental, client-centred approach to service
1. Demonstrated cultural awareness and responsiveness in working with diverse populations
1. Excellent oral and written communication skills
1. The ability to work independently and thrive in a demanding environment
1. High ethical standards and professionalism, with a demonstrated commitment to strict confidentiality
PRACTICAL REQUIREMENTS
1. Ability to lift up to 50 lbs
1. Access to reliable transportation
1. Clear criminal record and vulnerable sector check
The details

1. Compensation: $40.10/hour
1. Hours: 24 hours/week
1. Location: Nelson & District Women's Centre, 420 Mill Street, Nelson, BC
1. Closing date: December 7, 20260

How to apply

1. Email ed@nelsonwomenscentre.com with your cover letter and resume. In your cover letter, tell us what draws you to this work and to our community. Only successful applicants will be contacted.
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