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Job Announcement

PBI / USA Seeks Executive Director

About Peace Brigades International (PBI): Peace Brigades International is a non-governmental organization (NGO) which has been protecting human rights and promoting nonviolent transformation of conflicts for over 25 years. When invited, we send teams of volunteers into areas of repression and conflict. Volunteers accompany human rights defenders, their organizations and others threatened by political violence.  PBI/USA’s office, located in Washington DC, supports Peace Brigades International, headquartered in London, and PBI Projects around the world with financial, political and human resources.  PBI currently fields multiple teams on the ground in Colombia, Guatemala, Indonesia, Mexico, and Nepal. Please visit PBI/USA's website at www.pbiusa.org for more information.

Job Description and Principal Qualifications: 
PBI/USA seeks an energetic, committed, and visionary individual who will play a pivotal role in the next decade of the organization’s work. The Executive Director is a new position, created as a result of a recent organizational analysis. The main priorities of the ED position are twofold: executive leadership of PBI/USA and fundraising. Since PBI/USA maintains a small staff, other important elements of PBI’s work naturally inhere in this job, including finances, political advocacy, communications, and volunteer support. However, a second Director-level position will be designed, recruited and supervised by the Executive Director and will be responsible for executing many of these functions. The Executive Director position offers an excellent opportunity for an enthusiastic and professional leader to contribute to our success and growth. 
The ideal candidate will possess significant experience in targeted individual and institutional fundraising, nonprofit management, effective communications, as well as a commitment to nonviolence and social change. Excellent writing, strategy, planning, team management and interpersonal communications skills are essential. Former field experience in human rights and protective accompaniment is desirable. PBI’s work is strongly rooted in consensus-based decisionmaking, and this approach is reflected in all levels of the organization. As in most small nonprofits, this position requires resourcefulness and flexibility to assume additional responsibilities according to the needs of the organization. 

The Executive Director reports to PBI/USA’s Board, known as the National Coordinating Committee (NCC). The individual will be evaluated by her/his ability to effectively perform the essential functions of the position, the ability to fulfill the qualifications described below, and the ability to meet individual short and long term goals set in consultation with the NCC.
Specific Responsibilities:

Fundraising and Development: Ensure PBI/USA’s financial stability, increase allocations to the PBI Field Projects in the conflict zones, and build our funding base by representing the organization to individual and institutional donors, coordinating outreach to prospective supporters, and preparing fundraising materials/strategies, including the following:  

· Cultivate and maintain relationships with major individual donors primarily measured by meeting yearly targets. Oversee the maintenance of detailed, accurate donor and prospect records for financial reporting and solicitor report purposes.
· Coordinate annual year-end fundraising campaign. 

· Through close collaboration with PBI entities, including the International Secretariat and Projects in the conflict zones, prepare grant applications to corporations and foundations with a clear plan for follow up to monitor return on investment for increasing effectiveness. 

· Additional development tactics may include donor dinners, capital/endowment campaigns, memorial/honorary giving programs, gift annuities, planned giving programs and special events when appropriate. 
Other executive responsibilities include some work in and oversight of financial management and operations (especially the annual budget), communication and publications, political advocacy in support of the PBI Projects in conflict zones, volunteer recruitment and support, and office administration. 
Ideal Qualifications:

· At least five years management level experience, preferably in a progressive nonprofit organization;

· University degree in a related field. Advanced degree preferred;

· Proven fundraising experience and demonstrated enthusiasm in developing donor relationships and implementing grassroots funding initiatives;

· Excellent writing, communication, public speaking and inter-personal skills (examples will be requested);

· Ability to develop and articulate politically sensitive messages with a variety of diverse stakeholders; 

· Demonstrated skills in budgeting and basic financial management practices; 

· Personal commitment to nonviolence and ability to work in an organization that makes decisions by consensus;

· Enjoy working in a team, ability to effectively supervise and motivate staff and volunteers;

· Ability to juggle multiple tasks and willingness to work in a small office with a dynamic, fast-paced environment;

· Adept at maintaining a balance between the big picture while also devoting attention to necessary details;

· Ability to make and articulate well-reasoned decisions within a collaborative team framework 

· Computer proficiency; Proficiency in Quickbooks required and in Filemaker desirable; 

· Former field experience in human rights, protective accompaniment, international development setting highly desired;

· Spanish fluency helpful, but not required.
Compensation and Location:
This is a full-time, salaried position with a two-year commitment required. Salary is competitive, will be awarded commensurate with experience, and will include a performance-based bonus. PBI/USA currently has an annual operating budget of approximately $250,000. Benefits include health insurance, three weeks paid vacation annually and sick leave. 
To Apply:

Interested applicants should email a single document including resume, cover letter, three references, salary requirements, and writing sample (preferably a fundraising piece) via e-mail to: search@pbiusa.org.  Write “Executive Director search” in the subject box of your e-mail.  Alternatively, you may mail application materials to the office at 1326 9th St, NW, Washington, DC 2001. No calls please. This position is open until filled. However, please submit your application as soon as possible, as applications will be reviewed beginning the week of March 24th and interviews will begin the week of March 31st. The ideal start date is May 1, 2008. 
PBI is an equal opportunity/affirmative action employer.  PBI does not discriminate on the basis of age, religion, disability, ethnic background, national origin, gender, race, class, sexual orientation or veteran status.
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