
EXECUTIVE	DIRECTOR	–	CATHOLIC	CEMETERY	CONFERENCE	(CCC)	-	HILLSIDE,	IL	60162	

POSITION  

Reporting to the President of the Board of Directors, the Executive Director has both internal and 
external facing responsibilities. The Executive Director partners closely with the Board of Directors to 
chart CCC’s strategic response to organizational, Church, and industry challenges and plays a critical role 
as counselor, advisor, and strategic thought-partner for the Board. The Executive Director also works to 
create high engagement from staff, Board and CCC members and to resolve day-to-day issues. The 
Executive Director plays a critical role in shaping and implementing the organization’s strategy, including 
oversight of member services and programs, operations, and fiscal management. He/she leads the 
annual planning and budgeting process as well as any new strategic initiatives and/or special projects 
each year as requested by the Board, and supports the implementation of CCC’s inclusion, engagement, 
and accessibility goals.  

The Executive Director will be a mission-focused and process-minded leader with experience developing 
a culture of learning and continuous improvement among a group of diverse, talented individuals within 
the staff and membership. He/she must have the skills, sensitivity, and personal confidence to tap into 
the power that each member of the team brings to CCC’s mission; this is ultimately a supporting role 
that helps others succeed. The role requires significant independence, analytical skills, strong 
relationship building, ample people and project management experience, flexibility, agility, and 
discretion.  

RESPONSIBILITIES  

Organizational Leadership  

• Provide effective and inspiring leadership by being actively involved in all programs and services, 
developing a broad and deep knowledge of their purpose within the organization. In particular, plan and 
execute the 3 annual events of the Conference (ECCO, SMLE and Convention)in conjunction with the 
Education and Program Committees of the Board for the benefit of the members. 

• Serve as an advisor and co-strategist to the Board and membership, providing sound counsel and 
confidentiality.  

• Ensure CCC’s external programming and internal culture, policies and practices align with the 
organization’s commitment to diversity, inclusion, and engagement.  

• Provide a supportive day-to-day leadership presence for staff.  

• Develop and implement strategies around communications, marketing, membership, and effective 
website and database management. 



• Serve as leader of the fundraising team to increase fundraising abilities of the organization including 
identification and analysis of prospects, creation of content and materials to support fundraising 
activities, and representing the CCC at external fundraising events and meetings.  

• Oversee and analyze success and challenges with current programs and services. In collaboration with 
the Board, design and develop program offerings and metrics based on analysis, in accordance with 
strategic plan, and in support of organization’s mission, to increase depth and breadth of impact.  

• Develop long-term strategies for organizational staffing and structure that ensure CCC’s current and 
future needs are met.  

Financial Management  

• Oversee and lead the annual budgeting process, including work with the Bookkeeper to prepare 
budget and rationale for review and approval by the Board of Directors, manage effectively within the 
organizational budget, and report accurately on progress made and challenges encountered.  

• Ensure continued financial viability through sound fiscal management.  

• Serve as the liaison to the Board Treasurer. Effectively communicate and present critical financial 
matters at Board of Directors meetings.  

• Provide strategic recommendations to the Board based on financial analysis and projections, cost 
identification and allocation, and revenue/expense analysis.  

• Work to align CCC’s fiscal management with short- and long-term planning goals.  

• Ensure sound fiscal policies, procedures, and internal controls, cash flow management and compliance 
with requirements for Board designated funds and tax authorities.  

Supervision  

• Lead, coach, develop, and retain employees,  

• Develop staff using a supportive and collaborative approach: assign accountabilities; set objectives; 
establish priorities; and monitor and evaluate ongoing progress toward goals and overall performance.  

• Promote a culture of high performance and continuous improvement that values learning and a 
commitment to quality.  

• Provide mentorship and guidance; alleviate and address individual and group concerns, as necessary.  

• Ensure staff members receive timely and appropriate training and development.  

Special Projects and Initiatives  



• Lead development, planning, implementation, and analysis of special projects and initiatives as set 
forth by the Board of Directors.  

• Provide cross-functional supervision to staff members who have assignments that support special 
projects.  

• Perform analysis and strategic consultation on key issues impacting the organization; and prepare 
briefings, memos, or presentations to communicate findings to the Board.  

Other  

• Attend and participate in Board and Executive Committee meetings.  

• Represent the organization externally, including speaking at public events and meetings as requested. 

• Help to create an inclusive and welcoming environment for all individuals as employees, members, or 
suppliers.  

• Perform other job duties as assigned. 

QUALIFICATIONS 

Education: 
Bachelor's degree in Business Administration, Marketing, or other relevant academic discipline. 

Experience: 
Minimum of four (4) years of experience in a service or membership organization role. 

Special Requirements: 
 
The appropriate candidate will be a practicing Roman Catholic with knowledge of cemeteries either 
through personal experience or related business experience. He/she will develop an understanding of, 
and commitment to, the goals and responsibilities of the CCC. Knowledge of interactive websites, 
accounting and/or marketing experience, effective people skills, including verbal and written 
communications, management and training abilities, and public relations are necessary in this role. 

 

 


