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Humility Homes and Services, Inc. 
Position Description 

 
 

Position Title: Chief Executive Officer (CEO) 
 

Reports To: HHSI Board of Directors 
 

Description: The Chief Executive Officer serves as chief executive for Humility Homes and Services, 
Inc.  In partnership with the Board of the corporation, s/he is responsible for the provision of state 
of the art services to persons who are homeless or at risk of homelessness in the Quad Cities and its 
surrounding rural areas in conformity with the mission of the organization.  The CEO ensures the 
relevancy of services by adapting service delivery to the changing needs of participants and the 
requirements prescribed by funders which are consistent with the mission and vision of the 
corporation. 
 
Humility Homes and Services, Inc. Mission Statement 
Humility Homes and Services, Inc. is committed to ending homelessness by offering 
housing opportunities and supportive services in the Greater Quad Cities area. 
 
Qualifications--Required: 

 
Education: Degree in Organizational Leadership, Business, Social Work or related fields, with a 
minimum of 3 – 5 years of experience in management 
 

The ideal candidate for Chief Executive Officer should have the following competencies, 
characteristics, and skills: 

 A minimum of three to five years of experience leading and managing a nonprofit organization 
or small business 

 Experience in effectively managing and supervising a staff team 

 Effective internal and external communication skills, including some marketing and public 
relations experience (verbal and written) 

 Successful fundraising experience 

 Good relationship and community building skills, including experience in working with diverse 
communities  

 The ability to translate mission into concrete action items 

 Strong analytical skills 

 Effective listener, open-minded, flexible 

 Relationship/coalition builder; approachable and fair 

 Strongly committed to equity, diversity, inclusion, and social justice 

 Diplomatic; sense of humor 

 Well-organized and results-driven with both big-picture understanding and an attention to 
detail 

 Enthusiastic, focused, driven, visionary, politically savvy 

 Strong team-building skills 
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 Sensitivity to and appreciation of diversity of participants in relation to culture, gender, sexual 
orientation, race/ethnicity, creed, and past history 

 
Qualifications—Preferred 
 
Education: Master’s Degree in Organizational Leadership, Business, Social Work or related fields, 
with a minimum of 3 – 5 years of experience in management 
 

 Knowledge of HR best practices, labor issues and applicable federal regulations and 
requirements is helpful 

 Experience with a nonprofit Board of Directors 

 Working knowledge of real estate development processes and experts related to the process 
(e.g., developers, contractors, architects) 

 Grant writing experience helpful 

 Knowledge of basic accounting protocols and the ability to review finances with the Finance 
Director and monitor ongoing expenditures 

 Bi-lingual Spanish-English speaker a plus 

 The ability to lead effectively in a challenging transitional environment in which organizations 
are adjusting to new demands and requirements  

 

Responsibilities: 
1. Commitment to Ethical and Effective Services 
 Know and implement HHSI’s mission, policies, and procedures; and abide by all city, state, 

and federal laws, and regulations. 

 Maintain trainings in suicide risk assessment, mandatory child and dependent adult abuse 
and neglect reporting, crisis intervention, and civil rights, housing discrimination, harm 
reduction, trauma informed care and housing first practices. 

 Adhere to HHSI’s agency values in all aspects of work: Quality, Housing is a Human Right, 
Integrity, Accountability and Community 

 
2. Management: 

 Develop a shared vision for the future of the organization 

 Build a shared understanding among staff, Board, and civic community  of the mission 

 Insure the implementation of long-range goals and a strategy with consistent and timely 
progress 

 With the Board of Directors and staff, provide effective and inspiring leadership in developing 
program, organizational, and financial plans with the Board of Directors and staff 

 Ensure that all program activities operate consistently and ethically within the mission 

 Promote active and broad participation by volunteers in all areas of the organization's work 

 Maintain a working knowledge of significant developments and trends in human services, not-
for-profit management and governance, and fund development 

 Keep the Board and its committees informed of trends, issues, problems and activities in 
order to facilitate policy-making and to achieve the organization’s mission and realize its 
vision 

 Assist the Board in monitoring and evaluating program relevancy and effectiveness 
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 Ensure program quality and organization stability through development and implementation 
of standards and controls, systems and procedures, and regular evaluation of these 

 Maintain official records and documents, and ensure compliance with all government 
regulations 

 Ensure timely and accurate completion and submission of all reporting requirements 

 Conduct official correspondence and execute legal documents with designated Board 
members and staff 

 
3. Communications: 

 Publicize the activities, programs, and goals of the organization 

 Initiate, develop, and maintain cooperative relationships with the government, private sector, 
and other not-for-profit agencies at local and state levels in order to strategically fulfil the 
mission to persons who are homeless  

 Be an active and collaborative leader when meeting regularly with collaborative agencies to 
discuss issues, local needs of the homeless, grant content, and performance and budget 
reports 

 Publish and distribute an annual report 
 

4. Staff Relations: 

 Provide inspirational leadership and direction to all staff, and ensure the continued 
development and management of a professional and efficient organization 

 Be responsible for the recruitment, employment, and release of all personnel, both paid staff 
and volunteers 

 Develop appropriate salary structures and employee contracts 

 Select and nurture qualified senior staff, model effective behavior and skills, and build morale 
among staff and volunteers 

 Maintain a climate that attracts, keeps, and motivates a diverse staff of top quality people 

 Ensure that job descriptions are developed, regular performance evaluations are held, sound 
human resource practices are in place, and ensure compliance with all legal and regulatory 
requirements 

 Encourage staff and volunteer development and education, and assist all staff in relating their 
specialized work to the mission of the organization 

 
5. Board Relations and Governance: 

 Cultivate a strong and transparent working relationship with the Board and ensure open 
communication about financial and programmatic performance in relation to goals 

 Provide leadership in upholding Board governance and responsibilities 

 Ensure stewardship of official Board documents 
 

6. Financial Management: 

 Assume overall responsibility for fiscal management, ensuring adequate financing for current 
operating needs, long-term goals, and unforeseen but necessary adjustments 

 Ensure that qualified staff are hired to accurately monitor, assess, and manage the financial 
health of the organization 
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 Work with the finance staff and the Finance Committee to provide leadership on budgeting, 
financial reporting, and maintenance of financial controls 

 With the Finance Director ensure that programs and services are cost-effective while 
maintaining a high level of quality 

 Monitor cash flow and ensure a constant revenue stream  

 Oversee the completion of the annual audit 
 

7. Real Estate Development: 

 Oversee the transfer of properties and the delivery of any instrument in the name of and for 
the benefit of the corporation as long as it is supported by actions taken by the board or an 
authorized committee 

 Oversee programs  including  the design and implementation of designated activities  
 

8. Fundraising and Development—In cooperation with the Director of Development and Grant 
writers:   

 Develop fundraising plans and oversee all fund raising efforts 

 Identify new foundation, corporate, religious, and government funding opportunities to 
support HHSI programs 

 Oversee the submission of all grant proposals and reports to grant sources  

 Build effective relationships with funders, partners, and other stakeholders 
 

Schedule:   

Full-Time. Must be able to work 40 hours per week 
 

Salary: 
Based on qualifications. Travel expenses, and some benefits included 

 

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 frequently required to sit; talk or hear; 
to stoop, kneel, crouch, or climb stairs; to use hands and arms to reach above shoulder-level and 
to use standard office equipment. Lifting up to 30 lbs. is occasionally required. Specific vision 
abilities required include close vision, distance vision, color vision, peripheral vision, depth 
perception, and ability to adjust focus. 

 
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. 

 

The work environment for this position includes an accessible office environment with a high 



5 
 

noise level; scattered-site housing with a variety of accessibility and environmental conditions; 
and an accessible shelter facility with moderate to occasional loud noise levels. Environment 
includes donated food items, which may contain a variety of allergens. Position may require use 
of janitorial supplies, such as disinfectants, laundry detergent, air fresheners, etc. Shelter, office, 
and scattered-site housing may occasionally house service and emotional support animals. 

Other:   

 Occasional work on evenings and weekends as needed 

 Travel to various local sites required 

 Valid driver’s license and access to a vehicle required 

 Some work at off-site locations may be required 
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