
MINNESOTA ASSOCIATION FOR CHILDREN’S MENTAL HEALTH 
 

EXECUTIVE DIRECTOR POSITION DESCRIPTION 
 
 
Organization Summary and Mission: 
Founded in 1989, the Minnesota Association for Children’s Mental Health is a 501(c)(3) nonprofit 
whose mission is to promote positive mental health for all infants, children, adolescents, their families 
and caregivers. 
 
Position Description 
   
The Board of Directors (Board) delegates responsibility for management and day-to-day operations to 
the Executive Director (ED), with the authority to carry out these responsibilities, in accordance with 
the direction and policies established by the Board.   
 
The ED provides direction and support to the Board as it carries out its governance functions.  The ED 
also gives direction and leadership toward the achievement of the organization’s philosophy, mission, 
strategy and its annual goals and objectives. 
 
Accountabilities 
 
1.  Legal compliance 

a) Assures, with Board signature, the filing of all legal and regulatory documents and monitors 
compliance with relevant laws and regulations.  

 
2. Mission, policy and planning 

a) Establishes strong and appropriate relationships with Board, committees, volunteers, staff, 
donors and clients.  Develops constructive relationships with executive colleagues, outside 
agencies, organizations and individuals.  

b) Collaborates with the Board to determine MACMH’s strategic priorities and short-term and 
long-term goals, guided by MACMH’s mission and values. 

c) Collaborates with the Board to monitor and evaluate MACMH relevance and responsiveness to 
the community, its effectiveness, and its results.  

d) Informs the Board on the condition of MACMH and important factors influencing it. Identifies 
problems and opportunities and addresses them; brings those which are appropriate to the 
Board and/or its committees; facilitates discussion and deliberation.  

e) Informs the Board and its committees about trends, issues, problems and activities related to 
mental health legislation and policies.  Develops organization’s policy position statements and 
makes policy recommendations. 

f) Keeps the  Board informed of developments in human services, nonprofit management and 
governance, philanthropy and fund development.  

g) With the Board president, the ED plans and implements bi-monthly Board meetings.  
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h) Prepares Board meeting agendas, financial documents, director’s reports, and meeting minutes 
for Board’s review and approval. 
 

3. Management and administration 
a) Provides general oversight of all MACMH activities, including day-to-day operations, and 

assures a smoothly functioning, efficient organization.   
b) Assures program quality and organizational stability through development and implementation 

of standards and controls, systems and procedures, and regular evaluation.  
c) Leads program development/growth, implementation, sustainability and evaluation with staff 

and Board input. 
d) Ensures contract deliverables are effectively met and reported to contractors. 
e) Assures a work environment that recruits, retains and supports diverse staff and volunteers.   
f) Recommends staffing and financing to the Board.  Recruits personnel, negotiates professional 

contracts, and sees that appropriate salary structures are developed and maintained.   
g) Specifies accountabilities for management personnel (whether paid or volunteer) and evaluates 

performance regularly.   
h) Oversees the organizational structure that provides direct supervision, mentoring and support 

to all staff: 
1.  Convenes weekly all staff meetings, monthly program meetings with 
directors/coordinators, weekly management staff meetings, and monthly finance meeting 
with accountant. 
2.  Convenes “as needed” meetings with staff to address concerns related to position 
expectations, work performance or other matters of concern. 

 
4. Governance 

a) Helps the Board articulate its own role and accountabilities and that of its committees and 
individual members and helps evaluate performance regularly.  
b)  Works with Co-Chairs to enable the Board to fulfill its governance functions and facilitates the 
optimum performance by the Board, its committees and individual Board Members.   
c)  Manages the Board’s due diligence process to assure timely attention to core issues.  
d)  Recommends individuals for Board and other committee positions as needed.  

 
5. Financing/Accounting 

a)  Oversees Accounting staff and accounts management.  
b)  Develops and operates annual budget. 
c)  Promotes cost effective programs and services. 
d)  Oversees grants management, including proposal writing, grant reporting, data and staff 
management. 
e)  Oversees the fiscal activities of MACMH including budgeting, reporting, signing, and audit.  
f)  Works with Board to ensure financing to support short-term and long-term goals.  
g)  Assures an effective fund development program by serving as the chief development officer or 
hiring and supervising an individual responsible for this activity.   
h)  Helps guide and enable the Board and/or its fund development committee and/or staff to 
design, implement and monitor a viable fundraising plan, policies and procedures.  
i)  Participates actively in identifying, cultivating and soliciting donor prospects.   



                                                                                                                                                                              3 | P a g e  
 

6. Community Relations 
a)  Conveys a professional and positive image and attitude regarding MACMH.  
b)  Demonstrates commitment to continued professional growth and development.   
c)  Facilitates the integration of MACMH into the fabric of the community by using effective 
marketing and communication strategies.   
d)   Fosters new and existing relationships with key stakeholders to support programming, grant 
writing, fundraising efforts and diverse revenue sources. 
e)  Solicits input from clients, volunteers, donors and the community in order to improve services 
and generate community stakeholders’ involvement.   
f)  Promotes public awareness of MACMH’s response to community needs.  
g)  Serves as chief spokesperson for MACMH, assures proper representation of MACMH to the 
community.   
h)  Initiates, develops, and maintains cooperative relationships with key constituencies.  
i)  Sits on State, Local and County committees representing MACMH and its constituents. 

 
 
Physical Demands/Working Conditions:  
This high-demand position assumes full responsibility for MACMH operations.  Handles detailed, 
complex concepts and problems, balances multiple tasks simultaneously, and makes timely decisions 
regarding administrative issues.  Plans and meets deadlines.  Maintains a flexible work schedule to 
meet the demands of executive management.  Extended and irregular hours (which may include 
weekends and evenings) may be required at times depending on organizational events and needs. 
 
Qualifications:  
 
Minimum qualifications: 
At least 5 years of experience in a senior management position. 
Knowledge of, and experience in, mental health, children’s mental health, management and 
administration. 
A high level of interpersonal and presentation skills. 
Demonstrated commitment to diversity, equity and inclusion. 
 
Preferred qualifications: 
A Master Degree in a mental health-related field.  
Experience in the field of philanthropy, nonprofit management and governance, and community 
relations.  
Knowledge and proven success with fund development. 
Lived experience as a parent, caregiver or family member of someone with a mental health disorder 
 
As the executive director, this individual must demonstrate critical competencies in four 
broad categories within the scope of the mission:  Strategic leadership skills, attunement to the 
needs of the community; commitment to issues of diversity, social justice and systemic equity; and 
commitment to results.  
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Strategic leadership skills:  The ED possesses the skills and implements the functions of a leader.  They 
share MACMH values, mission and vision.  They consistently display integrity, model behavior, 
promote staff development, and build teams.  This individual deals effectively with demanding 
situations and designs and implements solutions. The position requires demonstrated experience in 
integrating and coordinating diverse areas of management, including: human services, finance and 
personnel; oral and written communications; planning and evaluation; and governance.  The ED 
manages continuity, change, collaboration, organizational growth and sustainability, and transition.  
This individual knows how to influence and enable others.  They address the impact of attitude and 
action on MACMH and its participants.  
 
Attunement to the needs of the community:   The ED solicits input from stakeholders, volunteers, 
donors and the community in order to improve services and generate community involvement.  Assures 
community awareness of MACMH’s response to community needs.   

 
Commitment to diversity and systems equity:  The ED is knowledgeable about inequities in the delivery 
of mental health services to children and families and is committed to addressing such inequities 
through MACMH programs and services. 
 
Commitment to results:  The ED is a systems thinker who is stakeholder focused, goal driven, and 
values and facilitates collaboration.  This individual identifies relevant information and helps transform 
this information into individual and organizational knowledge and learning.   The ED is action oriented 
and innovative.  They translate broad goals into achievable steps.  They anticipate and solve problems, 
take advantage of opportunities, is a self-starter and team player. 
 
Salary -  is dependent upon experience and qualifications and is accompanied by a benefits package 
and opportunities for professional growth. Salary Range: 90,000 to 110,000 yearly. 
 
We are committed to hiring individuals who contribute to the cultural diversity of our 
workplace. Our hiring decisions are guided by our equity value: embracing differences, 
seeking to eliminate racism and other forms of discrimination, and striving to create a 
workplace in which everyone matters. 

 
Please email Cover Letter and Resume to jobs@macmh.org. Position will remain open until a 
candidate is hired. 

 
 
 
 

 
 

 


