
 

1JUL2025 Woodburyfoundation.org 

Woodbury Community Foundation 

Executive Committee Position Description 

Authority: Appointed by the Board of Directors 

Purpose: This committee ensures efficient and effective operations between regular board 
meetings, provide a resource for CEO/President, and facilitates decision making on urgent 
matters and develops and implements strategies to attract financial resources and build 
relationships with donors to support the foundations mission and initiatives. 

Qualifications: Must be a member of the Board, includes officers and past chair. This position 
often also serves as chairperson of a committee. Additional at large members may be appointed 
by the chair with approval of the Board. 

Responsibilities:  

• Fundraising Strategy – The committee is responsible for developing and implementing a 
comprehensive fund-raising plan, including identifying potential donors, designing 
fundraising campaigns, and setting fundraising goals. 

• Donor Relations – Build and maintain relationships with current and potential donors, 
ensuring ongoing support for the foundations work. 

• Resource Development: Develop policies related to resource development, including 
grant programs and donor stewardship. 

• Community Engagement – Plan community ambassador responsibilities and educate 
board directors about fundraising efforts and the importance of community 
engagement. 

• Supporting the Foundations Mission – Focus on ensuring the foundation has the 
financial resources needed to carry out its mission of supporting the community and 
addressing its needs. 

• SMART Goals – Committee work should be organized around SMART goals that are 
strategic, measurable, attainable, realistic and time bound. 

• Facilitate Decision Making – Acts as a bridge between the full board’s regular meetings, 
handling urgent issues and making decision that require immediate action. 

• Support the CEO/President – Serves as a resource for the foundation’s leadership, 
providing guidance and support as needed. 

• Ensure Operational Efficiency – Address matters promptly, the executive committee 
help the foundation operate smoothly and efficiently. 
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• Strategic Focus – Plays a role in developing and implementing strategic plans, ensuring 
the foundations mission is effectively pursued. 

• Governance & Oversight – Oversees board policies in supporting good governance 
practices, and evaluates the foundations progress toward its strategic goals. 

• Recruiting & Hiring – Responsible for recruiting, nominating and hiring the executive 
director. 

• Financial Oversight – Monitors finances, prepares budgets, reports, and financial 
policies. 

General Responsibilities: 

• Develop and update long range plans 

• Define WCF goals and objectives 

• Initiate periodic evaluation of WCF’s performance 

• Conducts, at least annually, a review of the work performance of the executive director 

• Determine compensation for the executive director and key staff 

• Submits to the Board, no later than November 15th of the previous year, an operating 
budget for the year 

• Proposes amendments to the by-laws 

• Establishes standing, regular meetings 
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