
EXECUTIVE DIRECTOR 
Job Description 

 
The King Urban Life Center, a nonprofit organization committed to preserving the historic building it occupies, 
fostering radical neighborhood transformation, and delivering innovative educational programs to members of all 
ages, with a focus on young children and families is seeking an Executive Director.  
 

POSITION SUMMARY: The Executive Director is responsible for implementing policies and deliverables set by the 
Board of Directors, leading the organization to achieve annual goals and objectives, and overseeing the financial, 
program development, human resource, fundraising, and administrative management of the organization. This 
position reports to the Board of Directors and directly supervises the Program Coordinator and Building Manager 
and oversight of additional organization staff. The Executive Director is expected to play a leading role in helping 
the King Urban Life Center realize its goal of radically transforming its host community into a vibrant neighborhood. 
 

PRIMARY RESPONSIBILITIES 

• Report to and work closely with the Board of Directors to seek their involvement in policy decisions, 
fundraising and to increase the overall visibility of the organization. 

• Supervise, collaborate with organization staff. 

• Strategic planning and implementation. 

• Work with the staff, Finance Committee, and the board in preparing annual budget; see that the 
organization operates within budget guidelines and ensuring departmental budgets are met. 

• Serve as The King Urban Life Center’s primary spokesperson to the organization’s constituents, the media 
and the general public. 

• Establish and maintain relationships with various organizations and utilize those relationships to 
strategically enhance The King Urban Life Center’s Mission. 

• Engage in fundraising and developing other revenues; oversee marketing and other communications 
efforts. 

• Oversee organization Board and committee meetings and other duties as assigned by the Board of 
Directors. 

• Establishing employment and administrative policies and procedures for all functions and for the day-to-
day operation of the nonprofit. 

• Review and approve contracts for services. 
 

EXPERIENCE/QUALIFICATIONS 
• A Masters or bachelor’s degree in human services or related field with job experience that translates to non-

profit administration. 

• Strong financial management skills, to include preparing and executing budgets and anticipating future needs 
based on strategic planning 

• Strong organizational experience including planning, program development and delegation of non-essential 
tasks. 

• Strong aptitude for verbal and written communication, presentation, and relationship development to include 
existing and potential partners, donors, volunteers. 

• Experience with fundraising strategies and donor relations unique to non-profits 
 

Job Type:   Full-time 
Location:    Buffalo, NY (Required) 
Compensation:  Salary range - $40,000-50,000 plus benefits commensurate with experience 
 

Procedure for Applying: Please submit cover letter and resume to “ATTN: Search Committee – The King Urban Life 
Center” at mkberry66@gmail.com.    

 
Deadline for applications is February 14th, 2020. 


