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FERAL CAT SPAY/NEUTER PROJECT
JOB DESCRIPTION

Position title: Executive Director
Reports to: Board of Directors 
Salary: $60,000-$70,000
Position: Full-time Exempt at 501c3 Organization
Last revision: August 2018
Work location: Feral Cat Spay/Neuter Project in Lynnwood, WA

Summary:

Under the direction of the Board of Directors, the executive director is responsible for 
the overall management and operation of the Feral Cat Spay/Neuter Project and the 
protection of the organization’s financial assets while ensuring compliance with board 
directives and applicable grantor, federal, state, and local requirements. The executive 
director supervises all staff at Feral Cat Spay/Neuter Project.

Education and Experience

No specific education required.  However, the executive director must possess the skills, 
knowledge and abilities to fulfill the position, which may result from formal education or 
at least three years experience in business, non-profit operational and financial 
management, or related areas.

Description

Immediate opening for executive director at a high-quality, high-volume spay/neuter 
clinic located in Lynnwood, Washington.  We seek a leader with a strong knowledge 
base in management, fundraising, and animal welfare as well as excellent 
communication skills and enthusiasm for leading a clinic that is a national mentor.

Responsibilities include the following:

 Oversee the financial management of the organization, including the 
development and implementation of the annual budget, fundraising and donor 
management. Oversee all accounting functions, including those necessary for 
auditing, budgeting, financial analysis, capital asset and property management 
and payroll in accordance with generally accepted accounting principles. 

 Administration of overall operation of the organization, including:  reviewing and 
evaluating the results of the spay/neuter program; ensuring that grant 
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contractual obligations are being fulfilled; allocating resources for greater 
program effectiveness and efficiency; and developing organizational and 
administrative policies and program objectives for board consideration. 

 Manage large fundraising events ( currently we have Spayghetti Dinner in the 
early spring, Mews and Brews in early summer,  and the Sexless Soiree Auction 
in the fall) and develop and implement new marketing/fundraising strategies and 
programs to ensure the growth and stability of the organization.  Write and 
publish a monthly Enewsletter and manage social media presence.  

 Foster relationships with grantors, key donors and other key non-profit 
organizations.

 Perform managerial duties for all staff, including interviewing/hiring applicants 
for employment; delegating and reviewing progress of assignments; managing 
performance and recommending salary increases; and developing higher levels 
of expertise in staff members by encouraging further education, participation in 
work-related seminars and learning opportunities within the organization. This 
job would be assisted by the Clinic Manager, and Medical Director. 

 Review current organizational policies, practices, and methods and initiate 
development of new ones as necessary to reduce costs, encourage growth and 
improve efficiency.

 Promote active and broad participation by volunteers in all areas of the 
organization's work.

 Manage ongoing fundraising campaigns, communications and appeals.

 Maintain official records and documents, and ensure compliance with federal, 
state and local regulations.

 Maintain a working knowledge of significant developments and trends in the 
field and pass those developments along to others in the field as part of FCSNP's 
ongoing mentoring program.  Provide tours to interested individuals and groups 
at the clinic so that our model can be observed and learned.

 Work cooperatively with the medical staff to maintain the smooth, efficient 
performance of all tasks.

 Periodically lecture or present information locally and nationally, and 
communicate with the press.
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 Prepare grant applications and grant progress reports, marketing materials, 
press communications, reports for the board of directors, and other written 
materials necessary for the effective functioning of the organization.

 Maintain the organization’s website and coordinate updates of the site with the 
assistance of staff, volunteers, the board of directors, and contracted website 
service providers.

 Other duties as assigned by the Board of Directors.

Other Experience, Qualifications, Knowledge, and Skills

 Excellent communication skills (oral and written) in English.

 Experience budgeting and tracking/managing budgets. 

 Knowledge and skill in supervision, development, and management of staff 
desirable. 

 High proficiency in using a computer and applications, including Word, Excel, 
Outlook, and PowerPoint.  Familiarity with GreaterGiving database, FundRaiser 
database, and Constant Contact Enewsletter program is desired.

 Demonstrated skills in establishing work priorities and handling a number of 
complex projects simultaneously.

 Possess a valid Washington State driver’s license.

 Pass a criminal background check. 

Employer Information
The Feral Cat Spay/Neuter Project is a nonprofit, 501(c)(3) organization that was formed 
in 1997 by a veterinarian and like-minded cat enthusiasts to address the problem of 
feline homelessness and overpopulation.  Our mission: To save the lives of homeless 
cats by providing access to high volume spay/neuter surgery in a safe and human 
environment, collaborating with others and mentoring like-mined organizations to 
increase spay/neuter in their regions.  Since its inception, the organization has grown to 
become a national mentor for those seeking to establish their own high-quality, high-
volume spay/neuter clinics, or to modify their existing clinics.  The Feral Cat Spay/Neuter 
Project performs several thousand surgeries per year.  For additional information, 
please see our website at www.feralcatproject.org.

The Feral Cat Spay/Neuter Project is an equal opportunity employer.


