JOB DESCRIPTION

Job Title Director of Programs & Operations
Reports to: Board of Directors
Direct Reports: Program Financial Officer, Resource Development,

Community Outreach Officer, Thrift Shop Coordinator
and Finance Assistant

Liaises with: Board of Directors, donors, partners

Location: Cobourg, Ontario with possibility of some remote work
Probationary Period: 6 months

Employment Terms: Permanent Full-time

Salary range: $70,000 -S80,000

Starting Date: As soon as possible

PURPOSE

The Director of Programs & Operations (the Director) is responsible for the successful leadership and
management of the organization according to the strategic direction set by the Board of Directors.

RESPONSIBILITIES

Leadership and Resource to the Board of Directors

Participate with the Board of Directors in developing a vision and strategic plan to guide the
organization.

Identify, assess, and inform the Board of Directors of internal and external factors that affect the
organization (e.g. legislation, policy, trends).

Act as an advisor to the Board of Directors on all aspects of the organization’s activities.

Foster effective teamwork between the Board and the Director and between the Director and Staff.
Report regularly to the Board on activities of the organization.

With the Chair of the Board, act as a spokesperson for the organization and communicate with
donors, founders, and partners to keep them informed of the work of Horizons, including
collaborative agreements with different groups such as partners in Canada and abroad to achieve
the strategic goals of the organization.

Conduct official correspondence on behalf, and jointly with, the Board of Directors as appropriate.
Represent the organization at international, national, and local activities to enhance the
organization’s profile.

Management of Programs and Operations

Conduct the work of the organization within the broad parameters and policies established by the
Board of Directors.

Ensure compliance within accepted business, financial and human resources, practices, and
standards.

Implement strategic and operational plans that work towards achieving the strategic objectives of
the organization.

Develop and manage the organizations’ wide-ranging projects and initiatives in collaboration with



partners in Central America and Mexico.

Develop proposals responding to Global Affairs Canada call for proposals and other major
international development funders in collaboration with staff, external consultants, and partners in
Canada, Central America, and Mexico.

Ensure that the programs and services offered by the organization contribute to the mission, reflect
the priorities established by the Board and meet expectations of founders, governments, and other
stakeholders.

Monitor the day-today delivery of the programs and services of the organization to maintain or
improve quality.

Review existing policies on an annual basis and recommended changes to the Board as appropriate.
Ensure that personnel, partner, donor, and volunteer files are securely stored, and
privacy/confidentiality is maintained.

Oversee the planning, implementation, execution, and evaluation of special projects.

Financial Planning and Risk Management

Work with the Board and staff to prepare annual operating budgets, a sound financial plan and
secure adequate funding for the operations of the organization.

Administer the funds of the organization according to the approved budget and monitor the
monthly cash flow of the organization.

Ensure that donor and public funds are used in a legal, effective, efficient, and ethical manner in
support of the organization’s mandate and within the allocated budget.

Approve expenditures within the authority delegated by the Board.

Ensure that sound bookkeeping, and accounting procedures are followed and comply with all
legislation and regulations.

Ensure the completion of an annual audit and that there is compliance with audit recommendations.
Provide the Board with comprehensive, regular reports on the revenues and expenditures.
Identify and evaluate the risks to the organization’s people (partners, staff, volunteers), property,
finances, image, and implement measures to monitor and control risks.

Human Resources Planning and Management

Ensure effective human resources planning and identify resource implications.

Manage all employee and contractor relationships, consistent with the provisions of applicable
legislation, regulations, standards, Board policies, contracts, and agreements.

Oversee the implementation of human resources policies, procedures, and practices, including the
development of job descriptions for all staff.

Provide direct supervision to the staff of the organization.

Develop, implement, and maintain effective strategies and programs for staff orientation,
recruitment, retention, performance management, development and training and succession
planning to ensure maximum productivity and program continuity.

Determine training and development needs of staff based on current and emerging competency
requirements and allocate resources appropriately.

Conduct performance reviews and provide on-going performance feedback and coaching to direct
report.

Establishing a positive, healthy, and safe work environment in accordance with all appropriate
legislation and procedures.



QUALIFICATIONS

Requirements

e University degree in international development or related field.

e At least 5 years of experience in the International Development sector.

e Management experience, including the areas of international development, fundraising, finance,
programs, and human resources.

e Knowledge of leadership and management principles in a non-profit and board governed
organization.

e Knowledge of Global Affairs Canada requirements and experience working with Results-Based
Management project management standards.

e High political acumen and excellent representational skills, including high-level advocacy and
communications with government and other officials in Canada and abroad.

e Excellent team building, coalition building and networking and an aptitude for getting high
performance from teams and partnerships.

e Well-developed written and oral communications skills in English and Spanish.

Assets
e Experience in Central America and Mexico
e Fluency in French

WORKING CONDITIONS

e Full-time position based in Cobourg, Ontario, with the possibility of some remote work
e Travel in Canada and overseas is required

e Available to participate in Horizons functions during evenings and weekends.

Interested, qualified candidates are asked to submit a resume to Hiring Committee at:

Recruitment@horizonsoffriendship.onmicrosoft.com

Deadline to apply is February 25, 2022, until 5:00 pm. We thank all applicants, however, only
those selected for an interview will be contacted.

Horizons is committed to employment equity, welcomes diversity in the workplace and
encourages applications from all qualified applicants. Horizons supports compliance
with the Accessibility for Ontarians with Disabilities Act (AODA) and provides
recruitment-related accommodations for persons who require accessibility supports
upon request.
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