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Title:   Executive Director – Lincoln County Long-Term Recovery Group  
Supervisor:  Lincoln County LTRG Board of Directors  
Status:  Full-time, exempt, temporary (one year, grant-funded) 
Compensation:  Salary Range: DOE 

Benefits include health care coverage with optional dental and 
supplemental insurance; paid time off; holidays; self-funded 401K 
plan available. 

To Apply:  Visit www.habitatlincoln.org, click on Get Involved > Join the Team 
SUMMARY 
The Executive Director holds ultimate responsibility for the day-to-day running of the 
Lincoln County Long-Term Recovery Group (LCLTRG). The Executive Director follows 
the strategic vision and direction set by the board. This person is a builder, a manager 
par excellent and a joint visionary for what the organization can become. They see 
opportunities and act on them as they simultaneously remove obstacles. They have a 
fundamental understanding and appreciation for community involvement and can move 
ideas to action. The primary goal of the Executive Director is to constantly be moving 
towards fulfilling the organizations short-term and long-term objectives without diverging 
from its strategic vision.  
 
The board governs the LCLTRG, but the ED runs the day-to-day operations. All 
organizational stakeholders see the ED as the most visible and clear embodiment of 
organizational values and commitment at the organization. 

POSITION DESCRIPTION 
The Executive Director position is a grant-funded, full-time exempt position and is 
currently only funded for six months to a year. 
 
This position works under the direction of the Board of Directors, who approves goals 
and evaluates performance. Supervision of others is not a responsibility of this position; 
however, the incumbent may provide direction to volunteers.  

KEY RESPONSIBILITIES 
Leadership and organization management: Oversee the day-to-day operations of the 
organization, provide professional level support to the LTRG Board of Directors, 
committees, programs, and volunteers.  

Organize and facilitate the LC Long-Term Recovery Group meetings, including 
preparing and distributing meeting materials and creating and publishing committee 
agendas and meeting schedules, ensure accurate minutes and proper documentation is 
maintained.  

http://www.habitatlincoln.org/
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Maintain shared file management system of Base Camp for the LTRG and committees 
to ensure shared documents are up to date and represent the latest revisions.  

Resource Coordination: Coordinate volunteer intake, mobilization, and targeted 
community outreach as directed by the Board of Directors.  

Identify programmatic and planning gaps, issues, risks and opportunities, and funding 
requirements and develop proposed solutions for recommendation to the LTRG board 
and partners.  

Coordinate the effective implementation of federal, state, and local relief programs and 
ensure all pertinent laws, codes, regulations, policies and procedures are followed.  

Ensure programs comply with disaster response and recovery best practices, as well as 
donor and national guidelines, policies and procedures, and recognized humanitarian 
standards. 

Lead or participate in needs assessments, data collection, and analysis for both 
individual assistance and public assistance needs. Independently conduct recovery 
studies and research projects, evaluate alternatives, make sound recommendations, 
and prepare effective staff and technical reports; present technical information and data 
in an effective manner.  

Financial performance and grants management: The Executive Director is 
responsible for the financial integrity of the LC Long-Term Recovery Group, including 
the creation of a proposed annual budget and monthly financial statements that 
accurately reflect the financial condition of the organization.  

Determine funding needs, research funding opportunities, report to the Board of 
Directors, coordinate and engage with grant writers, identify support agencies, optimize 
the grant administration process, managing timelines and deliverables, prepare and 
monitor budgets, and track grant applications.  

Manage overall grant efforts, document payments and expenditures, optimize the grant 
administration process, oversee fundraising, prepare progress reports, ensure 
compliance with grant regulations, review grant proposals, manage grant databases, 
engage with donor agencies, educate volunteers on policies, and prepare financial 
reports and submits accurate and timely reports.  

Relationship-building and community presence: Develop and maintain relationships 
with key partners and stakeholders including, government leaders, nonprofit 
organizations, and the business community.  

Actively represent the Lincoln County area at governmental and non-governmental 
meetings (i.e., county recovery and planning meetings, ORVOAD, county/state recovery 
management structures, and federal entities). Represent the disaster-impacted region 
at relevant conferences, meetings and workshops, preparing and delivering 
presentations when appropriate. 
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Serve as a liaison and resource for the coordination of services across both the FEMA 
Individual Assistance and Public Assistance programs. Lead the development of and 
conduct disaster and recovery trainings, guidance and practices in the community and 
for community-based organizations.  

Develop and manage the public relations and marketing plan for the Lincoln County 
LTRG. Monitor and maintain the social media pages and website for the LC LTRG.  

Coordinate with lcltrg.org webpage support team to ensure information published on the 
site is accurate and up to date.  

Perform other duties and responsibilities as assigned. 

POSITION REQUIREMENTS 
• Successful results from a criminal and sex offender background check.  

REQUIRED QUALIFICATIONS  
• Graduation from a four-year college or university with major course work in social 

sciences, business administration, non-profit management, or a related field; AND  
o Experience working for community-based or nonprofit organization.  
o Any satisfactory combination of education, work, training, or experience 

relevant to the position.  
• Must have a valid Oregon driver’s license, access to a vehicle, and automobile 

insurance required.  
• Must pass a required criminal, civil and/or motor vehicle background check.  
• Knowledge and experience in resource or project management. 
• Basic computer skills, including email, excel, and word processing. 
 

PREFERRED QUALIFICATIONS  
• Volunteer management experience. 
• Basic database skills. 

ADDITIONAL SKILLS 
• Ability to work independently with high attention to detail and overall quality control. 
• Ability to maintain strong working relationships with community members, 

stakeholders, nonprofits, businesses, and government agencies. 
• Strong team management skills, including the ability to facilitate efficient and 

effective meetings, both virtually and in-person. 
• Strong interpersonal skills, dealing with a variety of people, personalities, and 

backgrounds. 
• Excellent communication and public relations skills. 
• Must have good anticipatory abilities and proactive approach to problem solving. 
• Demonstrated judgment and discretion in dealing with confidential matters and able 

to be inclusive and committed to community-led recovery. 



Executive Director LCLTRG Job Description – Rev. 3.15.22 Page 4 of 4 

• Ability to organize and prioritize work, be proactive, take initiative, follow through, 
and simultaneously manage multiple priorities to ensure goals are met in a timely 
manner.  

• Must be flexible and able to adapt to different dynamics in a fast-paced work 
environment. 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
This job operates in a professional office environment, on disaster recovery sites, and 
repair sites at private residences.  This role routinely uses standard office equipment 
such as computers and phones.  While performing the duties of this job, the employee 
is required to frequently inspect the project and may be exposed to ongoing 
construction and various weather conditions.  The noise level in the work environment 
may range from moderate to loud. 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
While performing the duties of this job, the employee is regularly required to sit, talk, 
and hear.  The employee is occasionally required to climb, balance, bend, stoop, kneel, 
crouch, crawl, reach, and use hands to finger, handle or feel.  The employee must also 
occasionally lift and move up to 25 pounds.  Specific vision abilities include close vision, 
far vision, and peripheral vision. 

EQUAL EMPLOYMENT OPPORTUNITY 
The Lincoln County Long-Term Recovery Group is committed to the principles of equal 
employment. We are committed to complying with all federal, state, and local laws 
providing equal employment opportunities, and all other employment laws and 
regulations. It is our intent to maintain a work environment that is free of harassment, 
discrimination, or retaliation because of age (40 and older), race, color, national origin, 
ancestry, religion, sex (including sexual orientation and gender identity), pregnancy 
(including childbirth, lactation, and related medical conditions), gender, race, religion, 
color, national origin, physical or mental disability, genetic information (including testing 
and characteristics), veteran status, uniformed servicemember status, or any other 
status protected by federal, state, or local laws. 

NOTE: This job description is intended as a guideline only and does not limit in any way 
the duties or responsibilities of any employee. Nothing herein shall be construed as a 
contract of employment, expressed or implied. All employment is terminable at will, with 
or without cause.  


