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March 10, 2022 

 

Cowichan Hospice seeks an enthusiastic natural leader 

for the full time position of Executive Director. 

About Cowichan Hospice: 

With the generous support of our community, since 1981 

Cowichan Hospice has a rich history of providing hospice 

palliative care across the Cowichan region from the Malahat to 

Cedar, including the communities at Lake Cowichan. Our 

trained and compassionate volunteers and professional staff offer specialized 

psychosocial support services to people facing serious illness and those they 

identify as family, at home, at the Cowichan Hospice Community Services Centre, 

at Cowichan Hospice House and at Cowichan District Hospital. Bereavement care 

is also a vital hospice service; we offer one to one companioning and support 

groups, including care for those who have experienced the sudden or traumatic 

death of someone important to them.  

Evolving from services provided by a small group of volunteers, Cowichan Hospice 

currently has ten employees and 50 to 80 volunteers. The opening of Cowichan 

Hospice House was the culmination of a long-held community dream and many 

years of community development, fundraising and perseverance. Cowichan 

Hospice continues to grow and evolve to meet the needs of our diverse 

community.  

Our community supports Cowichan Hospice care through donations, a regional 

district annual grant, sponsorships and events. Services are also funded by the 

Government of BC through an annual Gaming grant and with contributions from 

Island Health and the United Way.  

Positive human relationships in a culture of caring are the basis of all of the work 

of Cowichan Hospice, from supportive care to fund development. Hospice is a 

place to grow for clients, volunteers, donors and staff. 

 

About you, a summary:   

With a heart for the work and the people of hospice, you are required to have a 

Master’s degree or a combination of related education and senior management 
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experience, preferably in the health, social service or not for profit sectors. With a 

minimum of five years’ experience in a senior/executive position, you are able to 

demonstrate your abilities with human resource management (staff and 

volunteers), financial management, communications, advocacy and public 

relations. Your experience includes collaborating the governance-focussed Board 

in the development of a strategic plan and then leading the operational 

implementation of the plan.  

You are creative, compassionate and have a collaborative leadership style that 

lends itself to strong team and relationship building. You have solid experience 

with relationship-based fund development and comfort in communications with 

donors, sponsor, government funders and decision-makers.  You have a sound 

knowledge of budgeting, financial management and regulatory requirements 

specific to non-profit organizations. As we are a small organization, you must have 

strong computer/technical competence. 

With strong time management skills you will work flexible hours in order to 

accommodate community-based events, volunteer and donor recognition and 

board activities.  

Cowichan Hospice is committed to building and sustaining a diverse and inclusive 

environment for staff, volunteers and clients.  In our journey towards greater 

diversity we invite applications from members of equity-seeking communities 

including racialized and Indigenous persons, persons with disabilities, persons of 

all gender identities and sexual orientations who bring value through their lived 

experiences.   

 We encourage members of all equity-seeking groups to self-identify within their 

application cover letter, this information will be used only for the fulfillment of 

the career opportunity.  Disclosure and/or self-identification with an equity-

seeking group will not lead to advantageous treatment of a candidate who is not 

qualified. 
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Executive Director Job Description: 

Reporting to the Board of Directors, the Executive Director has the 

following areas of responsibility:  

 

1)  In support of the Board of Directors’ Governance role: 

 

• Develop key messages and strategic communications, act as key 

spokesperson, along with Board Chair as appropriate 

 

• Collaborate in the development of and support the strategic planning 

and generative governance roles of the board of directors 

 

 

 Monitor service metrics, government and funders’ priorities and 

opportunities. Identify, assess and advise the board of directors on 

internal and external issues and opportunities that affect the 

organization 

 

• Work with Board President to develop board agendas, identify board 

resources and training opportunities and ensure compliance with board 

policies and risk management requirements. Collect and maintain 

board records 

 

• Ensure that the Board of Directors and the organization carries 
appropriate and adequate insurance coverage and that the Board and 

staff understand its terms, conditions and limitations.  

 

 

 

2) Operational planning and management: 

 

• Develop an operational plan which incorporates goals and objectives 

that work towards the strategic direction of the organization  

 

• Oversee the efficient and effective day-to-day operation of the 

organization  

 

• Ensure that operational policy and procedures are current, meeting 

regulatory requirements and best practices in not-for-profit 
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management, to manage human and financial resources and deliver 

programs in alignment with the strategic direction of the board of 

directors 

 

• Ensure that the operations meet the high standards expected by 

clients, board, volunteers, employees and funders 

 

• Ensure that personnel, client, donor and volunteer files are securely 

stored and privacy/confidentiality is maintained, according to the 

Personal Information and Privacy Act of BC (PIPA) 

 

  

• Ensure that data storage systems, and information technology are up-

to-date and support best practices in service delivery, donor and 

financial management and record keeping  

 

• Be responsible for the management, maintenance and repair of the 

Cowichan Hospice Community Services Office, as well as monitoring 

space needs and proposing solutions as necessary.   

  

• Identify and evaluate the risks to the organization's people (clients, 

staff, management, and volunteers), property, information technology, 
finances, goodwill, and image and implement measures to control risks  

 

 

3) Program Planning and Management:  

 
• Ensure that the programs and services support the organization's 

mission and respond to emerging community needs in alignment with 

the strategic priorities identified by the board 

 

• Ensure that programming meets the needs of our diverse community 
in ways that support personal healing and growth, guided by each 

person’s own defined needs and preferences 

 

• Ensure the planning, implementation and evaluation of the 

organization's programs and services on an ongoing basis 
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• Monitor the day-to-day delivery of the programs and services of the 

organization to maintain or improve quality  

 

  

4) Human Resource Planning and Management:  

 Maintain a collaborative culture where ideas and creative thinking are 

welcome 

 

 Coach and mentor staff as appropriate to support excellence 

 

 Determine staffing requirements for organizational management and 

program delivery  

 

• Ensure the implementation of human resources policies, procedures 

and practices including the development of job descriptions for all staff  

 

• Establish a positive, healthy and safe work environment in accordance 

with all appropriate legislation and regulations  

 

• Ensure that all staff receive an orientation to the organization and that 

appropriate training is provided  

 

• Ensure the clinical supervision and support of staff 

 

• Implement a performance management process for all staff which 

includes an annual self-reflective and peer-based performance review, 

resulting in an ongoing training and development plan 

 

• Implement progressive discipline as required 

  

  

 
5) Financial Planning and Management: 

 

• Work with staff and treasurer or board finance committee to prepare a 

comprehensive budget to ensure delivery of programs, for approval by 

the board   
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• Ensure management of funding and fund development activities 

according to budget plans 

 

• Ensure that sound bookkeeping and accounting procedures are 

followed, to meet statutory and funder requirements. 

 

 

6) Fund Development: 

 

• Ensure that fund development and communication plans support the 

annual operational budget and planning for strategic priorities for the 

future. 

 

    With development staff: 

 

• Initiate, develop and nurture positive relationships with donors 

 

• Invite gifts and thank donors when donations are made  

 

• Communicate regularly with donors and keep them informed about the 

impact of their contributions on individuals and the community 

 

• Gather and curate client stories, which are essential to 

communications with donors and the public 

 

7) Community relations/advocacy:  

 
 Build and enhance relationships and communicate with stakeholders 

and funders to keep them informed of the impact of their support for 

hospice care 

 

• Build relationships with local, provincial and federal government 
leadership, community leaders, funders, donors, community service 

providers and broader community to identify emerging needs and 

opportunities 

 

• Advocate for the needs and concerns of people facing serious illness 
and grief to influence government policy and practices at regional, 

health authority, federal and provincial levels, as opportunities arise 
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• Participate in sector advocacy organizations, e.g. Vancouver Island 

Federation of Hospices, BC Hospice Palliative Care Association, BC 
Alliance for Hospice Care, Canadian Hospice Palliative Care Association 

etc., as well as community-based networks, e.g. Our Cowichan, EPIC 

Seniors’ care network etc.  

 

 

 

 

 

8) Communications:  

 

 Serve as the organization’s principal leader, representative and 

spokesperson to the greater community and funders   

 

 Ensure excellent communications electronically, through print media, 

social media and e-newsletters, annual reports etc. with all 

stakeholders including donors, clients, volunteers, community 

supporters, elected officials, other community agencies etc.  

 

Key Competencies: 

 Relational leadership  

 Heart for Hospice work and those doing it 

 Responsiveness, attitude of service 

 Strategic thinking, planning and implementation 

 Ethical Behaviour 

 Donor-centric fund development 

 Advocacy 

 Curiosity, an interest in continued learning 

 

 

Required Knowledge, Skills and Abilities: 
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 Masters degree in Counselling/ Social Work/ Social or Health Care 

Administration or a related field or a combination of related training 

and experience 

  

 An understanding of psycho-social care to guide program management 

 Demonstrated leadership skills, with five or more years of senior non-

profit management experience 
 

 Personal or professional experience with serious illness or 
bereavement is an asset  

 
 Knowledge of local community an asset 

 
 Experience working in a culturally diverse workplace an asset 

 

 Clinical skills and knowledge to support and guide frontline staff an 
asset 

 
 A sense of humour is an asset 

 

 

Demonstrated success in many of the following: 

 

o Multi-dimensional leadership: relational, strategic, innovative, 

service 

o Collaborative team building  

o Building and maintaining effective working relationships with 

staff, board, volunteers, donors, funders and community 

partners  

o Excellent verbal, written and electronic communications, 

including public presentations 

o Not-for-profit management 

o Donor-centric fund development, planning and implementation 

through donor development and stewardship 

o Strategic planning and implementation 

o Program design and evaluation 

o Human resource development and management 

o Financial planning and management 
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o Knowledge of relevant legislation and regulations for employers, 

not-for-profit societies, charities   

o Community development and consultation 

o Advocacy with policy-makers 

 

Salary & Benefits:  

Salary range (dependent upon experience):  $ 70,000 to $80,000 

Eligible for extended benefits and an RRSP contribution upon successful 

completion of a six month probationary review and acceptance of the offer of 

permanent employment.   


