PIGS Animal Sanctuary
Executive Director

Executive Director Role
The Executive Director (ED) is responsible for leading the organization's achievement of its vision,
mission, and financial objectives. The ED is also responsible for planning, organizing, and supervising all
aspects of PIGS, working with the board to create and then execute a strategy for the long-term growth
and success of the organization, creating an empowering team based culture while also ensuring gold
standard animal care and a welcoming environment for the public.

Primary Duties and Responsibilities
Leadership
•
•
•
•
•
•

Provide exceptional leadership and management to all staff and volunteers.
Participate with the Board of Directors (Board) to develop visions and long-term strategies and to
guide PIGS. NOTE: This position will directly report to the Board of Directors.
Responsible for the consistent achievement of PIGS’ mission and fundraising/financial
objectives.
Identify, assess, and inform the Board regarding internal and external issues in real time.
Foster effective engagement on the part of the Board, staff, volunteers, and the community.
Represent PIGS in activities that enhance its image in the community and nationally.

Fundraising and Marketing
•

•
•
•

•
•
•
•

Cultivate new donors and captivate current donors through a mix of traditional and online
fundraising and communications—including but not limited to direct mail, email newsletters,
online fundraising, and social media and capital campaign.
Research and apply for grants including but not limited to foundations, community, family and all
other avenues to help fund PIGS’ mission.
Communicate with donors and conduct face-to-face meetings with major gift prospects.
Develop/follow a fundraising/marketing communications plan with specific goals and calendar,
approved by Board. Fundraising plan should include steps to develop and grow the individual and
business/corporate donor base, including cultivation of major gifts.
Retain and develop current donors with excellent stewardship, including prompt thank-you letters
and follow-up calls.
Maintain an accurate and up-to-date database of donors and contacts.
Work with staff and volunteers to identity and share specific stories to be used in fundraising
appeals, social media, and email newsletters.
Develop fundraising and marketing reports with key performance indicators to present to Board
for review.
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Financial Planning and Management
•
•
•
•
•
•
•

Work with Board to prepare comprehensive annual budgets.
Ensure GAAP (generally accepted accounting principles) are followed.
Maintain records and documents that comply with federal/state/local regulations and ensure the
organization complies with legally required taxation and withholding payments.
Ensure that adequate funds and cash flow are available to permit PIGS to carry out its mission.
Manage Revenue and expenses versus budget and provide the Board with comprehensive,
monthly reports on revenue and expenses.
Manage bookkeeping, donor database, tax filings, and required audits.
Prepare plan for capital improvements

Community Relations and Advocacy
•

•
•

•

Establish strong, productive working relationships and collaborative arrangements with the local
and nearby communities, individual funders, businesses and other organizations to help achieve
PIGS mission.
Maintain communication with all staff to ensure the exchange of ideas and information and to
create a team-oriented culture – all staff must be strong animal advocates.
Engage and lead the community in animal welfare issues.
Network with other animal protection/rights professionals outside of the area

Operational Planning and Management
•
•
•
•
•
•
•
•
•

Develop an operational plan, which achieves the goals and objectives of PIGS.
Develop and implement preventive maintenance plan and procedures.
Ensure the operation of PIGS meets high-quality animal care standards and the provision of
veterinary care at levels that are considered innovative and gold standard.
Oversee the efficient and effective day-to-day operation of PIGS.
Ensure the development of sanitation, animal care and maintenance policies, standard operating
procedures (SOPs), and schedules.
Ensure that an animal management database is maintained and kept current, including all data
points customarily included in a shelter/sanctuary animal management database.
Ensure proper state laws and local codes are followed.
Identify and evaluate risks to the organization's people (clients, staff, management, and
volunteers), property, finances, goodwill, and image. Implement measures for control.
Ensure the organization carries appropriate and adequate insurance coverage and terms,
conditions, and limitations of this coverage are appropriate and followed.

Program Planning and Management
•
•
•

Oversee planning, implementation, and evaluation of programs/services, volunteer engagement,
and outreach programs).
Ensure programs and services offered fulfill the mission of PIGS.
Monitor the day-to-day delivery of programs and services.

Human Resources Planning and Management
•
•
•

Determine staffing requirements for organizational operations and management.
Design, write, and implement of human resources policies, procedures, and practices, and sick
and vacation leave, including the development of job descriptions for staff and volunteers.
Recruit, interview, and select staff that have appropriate skills, experience, and interpersonal
abilities.
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•
•
•
•
•

Ensure appropriate training for staff so that everyone knows how to do their job properly and
safely and has a clear understanding of who to go to when questions arise or help is needed.
Ensure personnel/volunteer and donor files are securely stored and privacy is maintained.
Problem solves, resolve conflicts, respond to complaints, and institute an open-door policy.
Implement a performance management process; mentor staff to improve performance.
Comply with all federal, state, local, and OSHA regulations.

Qualifications
The ideal candidate for this position will have:
• Passion for and a deep commitment to the mission of PIGS.
• Substantial experience that includes demonstrated past successes in a senior leadership role that
includes establishing and achieving goals.
• Leadership experience with all required compliance
• Fundraising experience with a track record of success.
• Community engagement and marketing experience.
• Experience effectively working with boards of directors
• Excellent communication skills—ability to speak to a variety of audiences and work well with a
wide variety of people.
• Strong organizational skills that ensure smooth operations.
• Management experience both with staff and budgets.
• Desire and ability to absorb and apply new information including a solid commitment to keeping
up with the latest industry best practices.

Requirements
•

•
•
•
•
•

Experience:
o Minimum of three year’s experience in a senior role at an animal protection/rights
organization or sanctuary or shelter
o Has demonstrated effective fundraising, business acumen, and communication skills.
Education: Bachelor’s degree required.
Ability to lift 50 pounds unattended.
Location: Residence in or relocation to PIGS’ community.
Ability to work with and around animals:
Driver’s license: A valid state driver’s license with attaining (or possession of) a valid West
Virginia driver’s license as required per law. Maintaining a satisfactory driving record and valid
West Virginia driver’s license are ongoing conditions of employment.

Benefits
•
•
•
•
•

Sick leave – Five days per year based on an accrual system
Vacation leave – Two weeks per year based on an accrual system
Health insurance (no dental)
Living in small, rural, tight-knit, progressive community
Working outdoors with fresh air and loving appreciative animals
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Nature of Employment
The ED reports to the Board. This is an exempt position, which may include weekend, night, and holiday
work. There is no minimum period of employment guaranteed or implied by acceptance of an
employment offer. It is the policy of PIGS that employment for all staff position are at will, which means
that employment is for no specified term and the employee or the agency may terminate that employment
at any time without cause.

How to Apply
Please email a cover letter, resume and references to nicole@pigs.org. Candidates should provide
minimum salary requirements in their cover letter. Applications will be reviewed as received. Qualified
candidates will be scheduled for an interview shortly after receipt of resume.

About PIGS Animal Sanctuary
Established in 1992, PIGS, Inc., is a 56-acre refuge for abused, abandoned, neglected, or unwanted
animals. The sanctuary specializes in the care of potbelly and domestic farm pigs, and provides a safe
haven to many other species including; cats, dogs, horses, donkeys, goats, chickens, turkeys, llamas and
even a cow with impaired vision.

About the Community
“Shepherdstown, West Virginia, nestled in the lower Shenandoah Valley, is only 90 minutes from the
Washington/Baltimore metropolitan areas but miles away from the stress and rushed lifestyle of the city.
Stroll along German Street, filled with more than a dozen fine dining and casual restaurants with vegan
and vegetarian options, unique locally owned shops offering everything from baby clothes to local arts
and crafts, and an independent movie theater. Every July the Contemporary American Theatre Festival,
CATF, hold their annual festival of new plays by American playwrights, most often premieres or second
or third productions.
You're sure to find the perfect spot to stay, eat and shop here—all uniquely Shepherdstown.”
http://www.shepherdstown.us/
Shepherdstown, West Virginia is a beautiful pastoral community with a vibrant town center. It’s the
oldest town in West Virginia. The Rumsey Monument honoring18th-century steamboat pioneer James
Rumsey overlooks the Potomac River. The nearby city of Sharpsburg, Maryland, is home to the Antietam
National Battlefield, the site of a brutal Civil War battle. The nearby Shepherds University and the towns
of Charles Town and Harpers Ferry offer additional cultural and historic adventures.

Pigs, Inc. is an Equal Opportunity Employer. As an equal opportunity employer, Pigs, Inc. does not
discriminate against any employees or applicants for employment on any legally-recognized basis,
including but not limited to race, color, religion or belief, national, or ethnic origin, age, sex, sexual
orientation, gender identity, marital status, family responsibilities, pregnancy, disability, genetic
information or any other characteristic protected by applicable law.
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