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 UNITARIAN HOUSE OF OTTAWA 
Board Policies/Procedures 

 
Job Description – Executive Director 
 
Approved:  February 2003.  Reviewed: 2007, 2013, 2019, 2021. Board Approval: 
2021 January 26 

 
Reports to:  The President of the Board of Governors.  The President acts as the 
primary liaison between the Executive Director and the Executive Committee/Board of 
Governors.  
 

The Executive Director is responsible for leading and managing the operation of 
Unitarian House of Ottawa so that it continues to provide a not-for-profit residence for 
seniors where, in a secure, respectful and caring environment, residents will have 
maximum independence and opportunities for personal fulfillment and companionship. 
 
In fulfilling this responsibility, the Executive Director shall adhere to Board policy, 
priorities and direction, approved budgetary and financial authorities, and applicable 
legislation and standards. 
 
The Executive Director will analyze relevant economic, social, management, legal and 
other trends to establish and maintain the operation of Unitarian House at the leading 
edge of senior residences in Ottawa. 
 
Qualifications 

 
1. Minimum seven (7) years of relevant progressive experience, and a passion for and 

understanding of senior care, ideally including experience with not-for-profit or 
charitable organizations.  

2. University degree or equivalent, ideally in public, business or health administration.  
Knowledge of Ontario’s healthcare system, external care providers like the 
Champlain LHIN, retirement home legislated requirements and alternate levels of 
care such as long-term care and retirement homes.  

3. Demonstrated commitment to customer service and quality principles in service 
delivery to seniors, with a collaborative approach to management and a commitment 
to the shared values of Unitarian House Ottawa.   

4. Demonstrated leadership experience and management skills, with a strong track 
record in strategic decision-making, management of budgets, finance, fundraising, 
human resources, information technology, facilities and operations. 

5. Demonstrated ability to lead change and commitment to promoting learning, 
innovation and creativity. 

6. Proven experience developing policy and procedure. 
7. Demonstrated ability to identify risks, lead during a crisis, redeploy staff and take 

appropriate action to mitigate risks. 
8. Strong oral and written English communication skills including presentation skills. 
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9. Comprehensive knowledge of Ontario laws and regulations related to seniors’ 
accommodation such as:  Retirement Homes Act, Residential Tenancies Act, 
Employment Standards Act, Public Health Act, Occupational Health and Safety Act, 
Worker's Compensation Act, Customer Service Standards, etc. 

 
Responsibilities 
 
1. Board Related Responsibilities: 

- Identify, assess and inform the Board in a timely manner of internal and external 
issues that affect Unitarian House, 
- Act as an advisor to the Board of Governors, including the recommendation of 
policy, and amendments to by-laws, 
- Work with the Board and senior staff on the development and implementation of 
the strategic plan. Ensure regular reporting on key deliverables, identification of risks 
and recommendations to mitigate risk and maximize opportunities.  

 
2. Strategic Leadership: 

- Provide strategic leadership, expertise, advice and direction to staff and volunteers,  
- Oversee the implementation of the strategic plan,  
- Foster effective, respectful teamwork throughout the organization and a culture 
consistent with the organization’s mission and values, 
- Work closely with the Board, staff and volunteers to seek and implement 
opportunities for fundraising and marketing.   
 

3. Operational Planning and Management: 
- Work with senior staff to operationalize the strategic plan and ensure timely 
response to challenges and opportunities, 
- Oversee efficient, effective and respectful day-to-day operations, ensuring ongoing 
evaluation and revisions of the service delivery model to maintain very close to 
“best-in-class” operations, 
- Ensure appropriate resources and services are in place to support operations, 
- Ensure the protection of residents’ personal and health information.  Act as the 
Privacy officer, 
- Formulate procedures, programs and standards in accordance with Board 
directives and applicable legislation to ensure excellence in the quality of life and 
care for the residents, and provide an equitable, respectful, rewarding and enjoyable 
work environment for staff and volunteers.  
 

4. Program/Service delivery: 
- Ensure Nursing Services has appropriate programs in place and is able to adapt to 
meet the changing/evolving needs of residents, 
- Ensure Building Maintenance Services provide maintenance and housekeeping 
services on a 24/7 basis, 
- Recommend capital expenditures designed to enhance the quality of life for 
residents and maintain/extend the life of the facility and surrounding leased property 
for Property Committee and Board consideration, 
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- Ensure that the provision of Food Services to residents reflects resident input, 
includes variety, is nutritious and cost-effective. 
- Ensure the provision of efficient general office administration and support in the 
areas of salary administration, waiting list and rent-geared-to-income administration, 
- Ensure residents are well informed and that appropriate activities/events are held.  
Work with the Residents Association and volunteers as required, 
- Strive for full occupancy and provide a full marketing and promotional program, 
- Facilitate fundraising opportunities and work closely with the Fundraising 
Committee as required. 
 

5. Financial planning and budget management: 
- Actively seek opportunities to enhance financial viability, e.g. fund-raising, 
increasing efficiency, 
- Work closely with the Bookkeeper to develop the annual operating budget in 
consultation with the Treasurer and Finance Committee for subsequent presentation 
to the Board, 
- Work closely with the Bookkeeper to monitor and control the budget to ensure 
budget forecasts are met. Monitor monthly cash flow, 
- Approve expenditures within delegated authority limits, 
- Ensure the organization complies with spending directives from government 
program partners and with any directives from the House auditors. 
 

6. Human resources planning and management (45- 50 staff): 
- Determine staffing requirements to ensure effective service delivery, 
- Ensure the provision of appropriate employee benefits and annual salary cost of 
living increases,  
- Oversee the implementation of human resource policies, procedures and practices, 
- Ensure all staff have current job descriptions and performance is evaluated on a 
regular basis (every one to two years at a minimum, according to job). Personally 
responsible for the performance evaluations of department heads,  
- Maintain a positive, healthy and safe work environment in accordance with all 
appropriate legislation and regulations, 
- Recruit, interview and select staff with the right skills, knowledge and competencies 
to help further the Mission Statement, 
- Ensure all staff receive orientation and training as required, including ongoing 
training, 
- Ensure staff are coached and mentored as required to enhance performance, 
- Discipline staff when necessary and consult with President regarding the 
termination of any staff beyond probationary period. 
   

7. Risk management/Compliance: 
- Identify and evaluate risk to Unitarian House in all areas, particularly with respect to 
staff, volunteers, finances, property, goodwill/image and implement mitigation 
measures,  
- Ensure appropriate organizational activities take place and reports are filed with 
government program partners as required. 
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8. Other activities: 

- Maintain corporate records for Unitarian House, 
- Comply with all Building Code and Fire Regulations to ensure the facility is 
maintained in a manner that is conducive to the safety, comfort and well-being of 
residents, staff and volunteers, 
- Work with other similar institutions and related organizations to form mutually 
beneficial partnerships. 

 
Effort - Lack of Control: 
Frequent interruptions and demands on energy, unexpected changes to multiple 
deadlines and schedules. Little or no control or notice of switching tasks. Expectation to 
extend/alter hours of work to meet new demands or deadlines and actively participate at 
events. 
 
Physical Effort:  
The Executive Director does not normally provide front-line support, and therefore has 
the opportunity for a variety of movements including sitting and standing.  However, 
there is the requirement to: 
- Walk short distances and up/down staircases, 
- Pull/push/lift to open and/or relocate binders, carts, etc. up to 10lbs, 
- Read documentation both in paper format and on a computer screen for long 

periods of time, 
- Hear differences in phone ring tones and/or in fire system horns or alerts for 

emergency response purposes, 
- Speak/communicate in front of audiences and with individuals who may have 

impairments and disabilities. 
 
Mental Effort:  
Considerable mental effort is required.  For example, represent the House in crises 
situations; chair meetings; undertake independent thinking, analysis and 
conceptualization to originate and develop new or improved policy, procedure or ideas 
related to all of the components that make up Unitarian House. 
 
Working Conditions:  
Normal hours of work are 40 hours per week, Monday to Friday. Often required to work 
flexible hours which may include evenings and weekends and/or extended hours of 
work. Be on call 24/7 for crisis management. 
 
Interaction with residents’ pets who reside in the building is common.  
 
Work is normally performed in a residential environment, or in an office. However, there 
is the requirement to tour and be familiar with all of the physical surroundings 
associated with Unitarian House (e.g., boiler room and outside grounds).  
 
Periodically required to deal with difficult individuals.  


