
Executive Director of Craig’s Doors

Craig’s Doors is seeking an energetic, compassionate, and collaborative full-time Executive Director for
our nonprofit organization providing shelter, food, case management, and referral services to
individuals who are homeless in the Amherst MA area.

The Executive Director is both the public face and the administrative heart of our organization, and will
represent, promote, and expand our mission and the work we do, as well as ensure that the
organization functions with a high level of efficiency, effectiveness, and professionalism.

Craig’s Doors – A Home Association operates multiple seasonal congregate shelters, an Emergency
Solutions Grant (ESG) funded housing program, a weekly community meal, motel-based sheltering,  and
a robust case management program. We are a low-threshold, behavior-based shelter, which  means that
guests who are struggling with active substance use and/or untreated mental illness are  welcome to
stay, as long as their behavior does not endanger the safety of staff and other guests.

Duties include, but are not limited to the following:
● Oversight of operations of Craig’s Doors to ensure efficient and effective functioning of all

programs.
● Provide supportive supervision and annual evaluations of the Shelter and Program Managers;
● Prepare annual budgets and oversee all financial operations, including timely and accurate

submission of billing state contracts and other funding sources, payroll, taxes, etc.;
● Prepare all necessary documentation and reports for local, state, federal and foundation

funding sources;
● Meet with the Board of Directors on a regular basis to keep them informed of the organization’s

activities;
● Initiate and maintain partnerships to better serve Craig’s Doors guests;
● Engage in active fundraising.

Professional qualifications required:
● Bachelor’s degree in a relevant field;
● Experience with vulnerable populations such as homeless individuals, immigrants and refugees,

those suffering from substance use disorders, or low-income populations;
● Experience in a leadership position or senior management, preferably in a nonprofit

organization;
● Strong management and organizational skills, including attention to detail, program

development, task delegation, supportive supervision of staff;
● Strong oral and written communication skills, including public speaking;
● Experience and skill in working with a Board of Directors

Professional qualifications desired:
● Fundraising experience with government funders, foundations and/or individual donors;
● Strong financial management skills, including budget preparation, analysis, and adherence to

billing and reporting requirements.

Compensation: $60,000 - $75,000 based on experience, plus Vacation/Holiday/Sick Time benefits


