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JOB SUMMARY 

This top-level executive leads the growth and development of Solano Community 
Foundation, ensuring it is capable of delivering on its long-term vision. Specifically, the 
CEO ensures SCF's fiscal, operations, fundraising, marketing, human resource, 
technology, and programmatic strategies are effectively implemented across all 
segments of the organization.  Associated responsibilities include carrying out policies 
and procedures, managing overall operations, including personnel supervision and 
administration, hands-on daily financial management, monthly, quarterly, and annual 
reporting, building the annual budget and coordinating the annual audit.  The CEO plays 
a valuable role in Board training and development, in executing the goals of the 
Foundation as set forth in the strategic plan, and in carrying out its mission. 

REPORTS TO 

The CEO reports directly to, and works collaboratively with the Board of Directors. 

RESPONSIBILITIES & ESSENTIAL FUNCTIONS 

Financial Control & Investments 

1 Enforce financial policies and guidelines to ensure the Foundation’s assets are 
protected, utilized effectively, internal controls are adequate, and investment 
returns optimized in compliance with SCF’s Investment Policy;  

2 Position the Foundation to positively weather economic fluctuations and turmoil 

by continuing to build operating reserves by proactively engaging current and 

future investment managers; 

3 Ensure that the Foundation is in compliance with all federal and state 

regulations and has sufficient internal controls to operate in accordance with 

new or revised regulations; 

4 Oversee the Foundation’s annual budgeting process and monthly financial 
tracking.  Produce monthly financial reports for the Foundation’s Board of 
Directors;  

5 Oversee the annual audit, including preparation of schedules, compliance, and 
response to management letter;  

6 Ensure that the flow of funds permits SCF to make continuous progress towards 
the achievement of its mission and that those funds are allocated properly to 
reflect present needs and future potential. 

Leadership 

1 Provide vision and leadership to the Board and staff, ensuring that the 
organizational values of collaboration, cooperation and consensus are upheld 
personally and fostered within the organizational culture; 

2 Work together with the Board and staff to implement the 2016 strategic plan; 
provide regular evaluations of progress toward those goals; 
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3 Work closely with the Chair of the Board to ensure that communication is 
dynamic and valuable and that the staff and Board work in sync to achieve 
organizational priorities; 

4 Work closely with the Board to ensure the development of strong Board 
governance; establish clear lines of communication and organizational 
transparency; provide well-defined opportunities for committee and staff 
engagement; assist the Board in the recruitment, selection and evaluation of 
Board members; and actively inform and engage the Board in issues of 
importance to the operations and strategy of the organization; Represent the 
Foundation by effectively communicating the organization’s mission, vision and 
program priorities to staff, Board members, donors, fund holders, nonprofit 
partners and the public at large; 

5 Create and maintain strong relationships with non-profit organizations and 
community leaders throughout the region in order to understand and articulate 
evolving needs in the region; 

6 Be a respected leader representing the Foundation in local, regional and national 
philanthropic circles, and bringing to the region the best ideas and practices for 
building effective responses to community needs; 

7 Elevate the level of leadership, influence and recognition of the Foundation in 
the county; build a reputation for being an indispensable part of the 
community’s leadership; 

8 Engage the Board in discussions of the tactical, operating, and financial plans 
that reinforce the Foundation’s business development and strategic ambitions; 
identify any issues and provide guidance and recommendations to the Board of 
Directors to set and accomplish strategic goals. 

Asset Development & Fundraising 

1 Be the primary external face of the Foundation; effectively represent the 
organization and the value of community philanthropy to the public at large and 
specifically with the Professional Advisor community (e.g., attorneys, CPAs, 
financial planners) and donors; 

2 Encourage and facilitate philanthropy among a broad base of participants; strive 
for inclusiveness and collaborative efforts to solve larger community needs; 

3 Ensure that the Board is supported in its community engagement efforts; 
facilitate and train the Board in advocacy for community philanthropy and in 
operational fundraising; 

4 Actively work to raise the visibility of the Foundation throughout the county, the 
broader region and anywhere people who care about the county reside; 

5 Grow the Foundation’s assets and operational endowment to support the 
organization’s long- term sustainability, as well as the needs of the Foundation’s 
beneficiaries; 
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6 Personally work with advisors and donors to support their philanthropic wishes 
and guide them to maximize the impact of their philanthropic goals; 

7 Develop additional operating income for the Foundation, primarily through 
growing the endowed funds, but also through direct support of the Foundation 
and its initiatives; 

8 Assist in the preparation of grant and contract proposal budgets and reports, as 
appropriate. 

Operational, Staff and Program Management 

1 Recruit, nurture and challenge a highly-qualified and motivated professional 
staff; delegate specific responsibilities with appropriate authority and establish 
accountability; foster open communications; 

2 Report to the Board of Directors regularly on key information including the 
financial health of the organization, specific updates on fundraising progress, 
and the financial results relative to budget, liquidity, and cash flow. Provide 
additional reporting as required to keep the Board appropriately informed of 
any significant change in financial or operational status; 

3 Manage the day-to-day operations of the Foundation including overseeing grant 
administration and operations and ensure compliance with all policies, as well 
as legal and contractual obligations; 

4 Provide clear and regular reports on the Foundation’s financial standing to the 
Board, fund holders, donors, partners and oversight institutions; maintain a high 
level of knowledge on issues applicable to charitable giving (accounting, legal, 
investment, etc.); 

5 Expand the Foundation’s capacity to develop programs to strengthen and 
support the non-profit and public sectors responsible for the needs of the region; 

6 Assure outstanding service, stewardship and responsiveness to donors; ensure 
donors receive meaningful and timely reports on the investment and 
grantmaking activities related to their funds; 

7 Work with staff to evaluate the day-to-day operating requirements of the 
Foundation, align staff and volunteer responsibilities to increase efficiency; 

8 Oversee budgeting, investments, the annual financial audit, tax filings, and 
maintenance of correct and complete records required for the healthy operation 
of the Foundation and the statutory requirements; 

9 In collaboration with the Controller, supervise the Foundation’s day-to-day 
accounting, cash flow, budgets, and internal controls; 

10 Work with the Board, Investment Advisory Committee and investment advisors 
to ensure that the Foundation’s investments and financial management are 
effective and appropriately aligned with the Foundation’s vision and mission. 
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Strategic Planning  

1 Collaborate with the Board to create, refine, and implement the strategic plan 
while ensuring that the budget, staff, and priorities are aligned with SCF's core 
mission; 

2 Provide inspirational leadership and direction to Foundation staff.  Nurture the 
relationship with each individual, ensuring continued growth and efficient 
management of the organization; 

3 Create and evaluate measurable long- and short-term goals and objectives.  
Establish and implement effective decision-making processes and procedures 
that will enable SCF in achieving these goals; 

4 Develop a strong and transparent working relationship with the Board to ensure 
open communication and evaluation of financial, programmatic, and impact 
performance against stated milestones and goals; 

5 In partnership with the Board, help build a diverse and inclusive Board of 
Directors that is representative of the community, highly engaged, and willing to 
leverage and secure resources. 

Development & Donor Services 

1 Formulate and execute comprehensive marketing, branding and development 
strategies that will ensure consistency throughout the organization and enhance 
revenue from major donors, foundations, government agencies, and 
corporations; 

2 Build permanent endowments and other funds and provide a broad range of 
flexible and cost effective donor services; 

3 Develop, manage, and implement the Foundation’s fund development plan and 
related activities.  This includes familiarity with various planned giving tools and 
gift acceptance due diligence procedures; 

4 Develop and “nurture” various relationships (e.g., donors, fund representatives, 
financial and other advisors) that result in major endowment and other gifts to 
the Foundation and broaden community interest in philanthropy; 

5 Prepare and share information on philanthropy and assist in fostering an 
accurate public awareness and understanding of the Foundation. 

Program Development 

1 Ensure the delivery of high quality programs and services while managing for 
current and future growth; 

2 Strengthen the delivery of programs through new and existing partnerships; 

3 Increase efficiencies and consistency throughout the organization by developing 
and implementing standardized programs, services and program office 
marketing; 

4 Building permanent endowments and other funds and providing a broad range 
of flexible and cost-effective donor services; 
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5 Investing and managing funds prudently and professionally; 

6 Providing grants to support a broad range of projects and programs that address 
community needs, with a focus on building partnerships;  

7 Serving as a facilitative leader, catalyst, and resource for nonprofit organizations 
providing services to our communities; 

QUALIFICATIONS 

1 A Solano County resident with 5+ years of nonprofit management and leadership 
experience; 

2 Master’s degree in a related field preferred (nonprofit management, 
organizational development, leadership, fundraising/fund development, finance, 
etc.); 

3 Experienced in long range planning and visioning, policy development; 

4 Demonstrated success in in media relations, marketing, & event planning; 

5 Experienced in strategic development, fund development, budgeting and 
fundraising, planning, and staff supervision;  

6 Demonstrated understanding of Generally Accepted Accounting Principles, IRS 
regulations for nonprofit organizations and fund accounting;  

7 Community foundation experience as an employee, including familiarity with the 
field’s regulations for fund development, finance/investments, donor-advised 
funds, grantmaking, due diligence, scholarships, etc.; 

8 Understands and has a working familiarity with the Council on Foundation’s U.S. 
Standards for Community Foundations; 

9 Experience working with donors, donor advisors, fund representatives, and 
collaborating with the Board Executive Committee, committees, etc.;  

10 Proficiency in Word, Excel, Outlook, and PowerPoint; working knowledge of 
computer-based fund accounting system (e.g., FIMS); 

11 Visionary and creative leader yet detail oriented and decisive. 

SKILLS & EXPERIENCE 

1 Ability to meet deadlines and motivate others to do so in a highly collaborative 
environment; 

2 Outstanding attention to detail and follow-through;  

3 A critical thinker who possesses reasoning skills suitable to execute all assigned 
tasks and responsibilities, even with frequent distractions and multiple 
priorities;  

4 Strong financial and organizational management experience; knowledge of 
financial instruments, rules, regulations and standards for Community 
Foundations; 
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5 Experience with a grantmaking organization or similar experience with 
nonprofit organizational assessment and development and/or knowledge of 
Community Foundation best practices; 

6 Evidence of developing and implementing strategy- a strategic thinker, planner 
and executor with an operating style that encourages cooperation; 

7 Demonstrated leadership and management skills; experienced in team building 
with the ability and appetite to train and mentor staff and the ability to develop 
and manage budgets; 

8 Past success in building deeply productive relationships with donors and 
partners; 

9 A history of strong collaboration; someone who actively seeks strategic 
partnerships; 

10 Wisdom and prudence in the management of financial resources; experienced in 
financial management and business decision-making; 

11 Experience as the face of an organization; well-developed interpersonal skills; 
superb oral and written communication skills; able to listen and present ideas 
clearly and persuasively; 

12 Success in fundraising for nonprofit operations; able to ensure the organization 
has the resources required to fulfill its operational needs. 

ATTRIBUTES 

1 Someone who understands and values Solano County and its diversity; 

2 Exhibits the qualities of a “servant leader”—listens first, seeks to understand and 
works with the best interest of donors, the community, the organization and the 
mission in mind; 

3 Understands that building a reputation of high ethical standards and financial 
stewardship requires that these values are lived every day; 

4 Willingness and ability to travel to meetings and attend other Foundation events. 


