
 

 

 

JOB DESCRIPTION 

 

 
Job Title:  Chief Operating Officer    Department: NDVH/Digital Services 

FLSA Status: Exempt      Reports To: CEO 

 

General Position Purpose Statement 

 

The Chief Operating Officer (COO) reports directly to Chief Executive Officer (CEO) and is responsible 

for the smooth and efficient operation of the entire organization.  In this capacity the COO carries 

responsibility for integrating the strategic plan of the organization with operations.  The COO provides 

management oversight for the implementation of high quality, cost effective and integrated programs 

within the organization. 

 

The COO is expected to act as primary decision maker in the absence of the CEO.  Through a respectful, 

constructive and energetic style, guided by the strategic goals and objectives of the organization, the COO 

provides the leadership and management necessary to ensure that the organization has the effective 

operational controls, administrative and reporting procedures, and people systems in place to guide the 

organization.  This will be achieved directly, or through delegation of responsibility to management staff. 

 

Essential Responsibilities/Duties 

 

Job Requirements and Responsibilities 

 

 Bachelor’s degree in Social Services, Human Services or Business Administration or related field. 

 Or, any combination of related education and experience with documented record of the ability to 

perform the duties and responsibilities of the position.  (Equivalency formula: two years of experience 

is equal to one year of education.) 

 A minimum of ten years of progressively responsible experience in a not-for-profit executive 

leadership role, which includes providing services to individuals affected by domestic violence, with 

a minimum of five years of administrative experience in budgeting, hiring and firing, supervising 

staff, fundraising, and working with a board of directors. 

 Strong and effective leadership and team-building skills to effectively manage the agency through 

vision, strategic planning and expertise. 

 Exceptional interpersonal skills to promote a broad-based commitment to NDVH’s mission. 

 High integrity and ability to demonstrate a fiduciary obligation to NDVH and its constituents. 

 Skills to lead NDVH in responding to changing environments. 

 Critical analytical skills to understand and respond to the political, social, financial and other issues 

affecting service providers and to foresee and interpret trends and the dynamic changing needs of 

those served by the organization. 

 Demonstrated ability to multi-task and work under tight and/or changing timelines. 

 Working knowledge of Windows Operating Systems and Microsoft Office applications. 

 A consistent positive solution-oriented response that includes communicating about challenges to the 

appropriate person in a constructive and productive manner. 

 Intentionally and actively fostering positive working relationships and organizational culture. 

 Ability to be flexible, if needed, to work outside of normal business hours  

 



 Ability to attend required meetings (including but not limited to Program Team, Town Hall Meetings, 

Advocate Team Meetings, etc.) which may be scheduled during hours outside of the position's regular 

schedule 

 The ability to lead, motivate, coach, develop and encourage people to achieve a common 

       goal, fostering positive working relationships and team culture. 

 Relationship builder with the flexibility and finesse to "manage by influence" 

 High energy, maturity, and leadership with the ability to serve as a unifying force and to position 

implementation discussions at both the strategic and tactical levels 

 Demonstrated excellent time management and organizational skills - ability to manage numerous 

initiatives in order to meet deadlines and to deliver high quality outputs including ability to re-order 

work and priorities in response to demand and crises.  

 The ability to organize people and materials to ensure that tasks are undertaken and that measures are 

put in place to ensure compliance within all areas of operations 

 

 

Other Requirements/Working Conditions 
 

 Ability to read, write and converse in English, to travel extensively and tolerate prolonged sitting or 

standing.  Must have emotional and physical stamina to deal with a variety of stressful situations, 

including responses to complaints and internal and external interactions.  Availability for local, state, 

national and international travel. 

 Works in a normal office environment, except while traveling, with minimum exposure to dust, noise, 

or temperature extremes.  Requires bending, stooping, lifting and carrying objects up to 25 pounds, 

with or without accommodations.   
 

 

The above statements are intended to describe the general nature and minimum level of work 

being performed.  They are not intended to be construed as exhaustive of all duties, 

responsibilities and skills required for the position.  The employee will be required to perform 

any other job-related duties as required by the job objectives, the board of directors and the 

mission and philosophy of the National Domestic Violence Hotline.  This description does not 

modify any employee’s at-will status and is not a contract for continued employment of any 

duration. 

 

 

___________________________________   _______________________ 

                Chief Operating Officer            Date 

 

 

___________________________________   _______________________ 

                 Chief Executive Officer            Date  


