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JOB DESCRIPTION  
CHIEF EXECUTIVE OFFICER - SEED OF HOPE COMMUNITY DEVELOPMENT 
Online Applications: www.theseedofhope.org/jobs  

RESPONSIBLE TO  
The Board of Directors. 

JOB SUMMARY  
The Chief Executive Officer of Seed of Hope Community Development is 
responsible for the successful leadership and management of the organisation 
and implements policies established by the Board of Directors in order to fulfil 
the organisation's vision to work together to build thriving communities. 

The CEO strengthens the organisation's ability to fulfil its vision and objectives 
by personally embodying and articulating the vision and by developing, 
implementing, reviewing and revising strategies to achieve the organisation’s 
goals towards community transformation.   

The CEO enables the organisation's ability to fulfil its vision by mobilising, 
equipping and resourcing the staff and volunteers to serve the communities we 
partner with so as to effectively implement the organisation's programs. 

The CEO represents the organisation to community leaders, regulatory bodies, 
other organisations, funders and supporters, and the general public.  

DUTIES & RESPONSIBILITIES 
A) STRATEGIC LEADERSHIP  
Model and mentor biblical Christian leadership as an expression of Seed of 
Hope’s guiding principles, as expressed in our code of conduct, statement of 
faith and leadership values.  

Defend, develop, and nurture the vision of the organisation in collaboration with 
the Board, taking cognisance of the leading of God through the input of the 
staff, volunteers, the community and other external stakeholders. 

http://www.theseedofhope.org/jobs


Encourage the appropriate balance between community development 
initiatives and relief-oriented activities, promoting the value of increasing 
empowerment and reducing dependency amongst those we serve. 
Ensure that the organisation has the resources and systems needed (people, 
facilities, training, equipment) to successfully achieve the vision and operate in a 
cost-effective manner.  

Identify and evaluate risks to the organisation’s people (clients, staff, 
management, volunteers), property, finances, goodwill, and image and 
implement measures to ensure safety and accountability while enhancing 
freedom in the workplace. 

B) MANAGEMENT AND ADMINISTRATION  

Ensure effective reporting of issues, opportunities, priorities, and milestones to 
board members and major stakeholders including timely updates, written 
reports for board meetings, financial and monitoring reports as required by 
stakeholders. 

Lead staff by means of a collaborative management approach that leverages 
their skills, experience and perspectives and develops their leadership abilities.  

Demonstrate a passion for cross cultural diversity and integration. 

Implement a motivational performance management process for all staff, 
including ongoing performance reviews, and ensure recognition and 
appreciation is forefront.  

Ensure ongoing investment in the skills, competency and leadership 
development of Seed of Hope staff to ensure the maximum release of human 
potential. 
Champion high quality staff/volunteer devotions, training events/retreats for 
staff development and enrichment. 

Hire, reward, discipline, terminate, and set the job descriptions and appropriate 
remuneration of all employees except for him/herself, in accordance with policy 
and/or approved budgets and in collaboration with appropriate managers.  

Develop policy for volunteers, staff and organisational management 
increasingly seeking to release gifts and talents. 

Maintain competent and effective managerial staff by inviting collaboration, 
seeking input into decision making, offering opportunities for feedback, 



delegating responsibility and overseeing results.  

Establish a positive, healthy and safe work environment in accordance with all 
appropriate legislation and regulations.  

Build organisational resilience to challenges and encourage leadership growth 
within staff and volunteers.  

Develop and increase the utilisation of local volunteers in order to mobilise 
greater community engagement.  

C) FINANCE AND FUNDRAISING  
Oversee preparation of annual budget, including program funding allocations, 
in time for funder deadlines.  

Ensure that operating results established in the budget are achieved and 
maintain control of operating expenses within budget.  

Produce funding applications for submission to government, non-government 
organisations, corporate CSI departments and foundations to increase the 
percentage of South Africa based funding.  

Secure financing for facility upgrades, capital item purchases or construction 
projects.  

Maintain a strategic opportunity fund of at least R500,000 to enable rapid 
response to decisions on facilities or programs.  

Maintain a contingency reserve fund of at least 6 months’ operating expenses to 
protect against funding fluctuations or declines.  

Acknowledge donations in a timely way and create methods of recognition and  
engagement for significant/consistent donors.  

Occasional domestic or international travel for fundraising or meetings with 
organisational partners.  

D) PUBLIC RELATIONS AND PARTNERSHIPS  
Build relationships and communication links with traditional authorities and 
municipality, raising awareness of Seed of Hope’s role, programs and value.  



Publicly promote and share Seed Of Hope’s vision and ministry through local 
churches, NGO’s and government organisations.  

Schedule volunteers and team visits throughout year to best suit needs and 
priorities of Seed of Hope and its partners, and host or facilitate orientation 
sessions.  

Maintain relationships and communication with funding partners and key 
individual donors by representing Seed of Hope in South Africa and 
internationally building a vibrant network of strategic relationships.  

Oversee production of promotional and fundraising resources such as 
newsletters, websites, brochures, videos, social media, etc.  

Contact media (newspaper, radio, TV, web, etc.) as relevant opportunities arise 
for coverage of Seed of Hope programs and events.  

Maintain relationships and regular communication with key funding partners 
and local and international organisations.  

QUALIFICATIONS 
EDUCATION:  
University degree, preferably in community development, business 
administration, pastoral ministry/leadership, non-profit management or related 
field.  

EXPERIENCE:  
Minimum of 5 years of leadership and management experience in a non-profit 
sector organisation.  

KNOWLEDGE, SKILLS AND ABILITIES:  
- Knowledge of leadership and management principles as they relate to non-

profit/voluntary organisations.  
- Knowledge of asset-based community development principles and practice.  
- Knowledge of human resources management.  
- Knowledge of financial management.  
- Knowledge of project management.  
- Skills in public relations, fundraising and networking.  



PROFICIENCY IN USE OF COMPUTERS FOR: 
- Project management, monitoring and reporting.  
- Financial management.  
- Email, internet and social media.  
- Communications, desktop publishing.  

PERSONAL CHARACTERISTICS:  
Faith: Demonstrated commitment to Christian faith-based ethos and vision of 
the organisation.  

Flexibility: Willingness to adapt, be versatile and tolerant in changing work 
environment while maintaining effectiveness and efficiency.  

Ethical Behaviour: Understand and demonstrate ethical behaviour and business 
practices, and sure that own behaviour and that of others is consistent with the 
code of conduct and values of the organisation.  

Foster Teamwork: Work cooperatively and effectively with others to set goals, 
resolve problems, and make decisions that enhance organisational 
effectiveness.  

Communicate Effectively: Speak, listen and write in a clear, thorough and timely 
manner using appropriate and effective communication tools and techniques.  

Build Relationships: Establish and maintain positive working relationships with 
others, both internally and externally, to achieve the goals of the organisation.  

Serve: Lead by encouraging, listening and demonstrating humility in pursuit of 
the good of each staff member, client and partner.  

WORKING CONDITIONS: 
The CEO usually works in an office environment, but the mission of the 
organisation will sometimes require operating in non-standard workplaces or 
travel within or outside South Africa.  

Seed of Hope is rooted in the Amanzimtoti area on the Durban south coast, with 
a reach extending into rural areas.  The CEO must reside, or be willing to 
relocate, to within a reasonable distance of our offices. 

The role requires a standard work week, but additional work on evenings, 
weekends or holidays to accommodate activities such as Board meetings and 
representing the organisation at public events are occasionally required. 


