
CENTRAL VERMONT REGIONAL PLANNING COMMISSION 
EXECUTIVE DIRECTOR 

Job Description 
 
FLSA Status: Exempt 
 
Reports To: Executive Committee 
 
 
SUMMARY 
The Executive Director provides overall leadership and management of the organization’s activities and 
builds relationships with member municipalities, community stakeholders, government agencies, and the 
legislature to achieve regional goals.  The Executive Director assists the Board with policy and program 
development and implementation; trains, guides, and evaluates staff and represents staff interests before 
the Board; and acts as the Commission’s principal representative.  The Executive Director may have 
professional planning and production obligations. 
 
The Executive Director takes direction from, and is responsible to, the Board of Commissioners and the 
Commission’s Executive Committee. 
 
DUTIES AND RESPONSIBILITIES  
• Provide organizational leadership to support the Board of Commissioners and the Executive Committee 

in establishing policy, setting priorities, and updating bylaws. 
• Manage services and resources to achieve organizational priorities. 
• Develop and maintain effective relationships with member municipalities, regional organizations, State 

and Federal agencies, the Vermont General Assembly, the Governor’s office, and the public. 
• Manage human resources, including preparation of position descriptions, assignment of 

responsibilities, and recruitment, employment, development, evaluation, and release of staff; supervise 
the staff of the organization, either directly or indirectly through senior staff. 

• Design, implement, and manage an annual work program and budget; manage preparation of monthly 
and annual reports of Commission activities, income and expenditures.  

• Develop or review, and oversee contractual and grant agreements entered into by the Commission, in 
accordance with federal and state requirements.  

• Assess trends and legislation, introduce new ideas, and manage change within the organization while 
evidencing a commitment to overarching concerns, such as social equity, climate change, and 
community sustainability, and resilience. 

• Encourage and implement diversity, equity, inclusiveness, and belonging in the organization and the 
planning process. 

• Attend professional meetings and conferences as time and financial resources permit. 
 
SKILLS, ABILITIES, & KNOWLEDGE 
• Effective leadership, appropriate to all levels of staff, Commission, government entities, and public. 
• Proven management skills and ability to manage day-to-day operations. 
• Ability to present ideas and findings, both written and orally, clearly and concisely. 



• Ability to establish and maintain effective working relationships with a variety of individuals and groups. 
• In-depth knowledge of public governance processes and managerial best practices. 
• Ability to prepare, administer, and implement adopted policies and objectives, complex projects, plans 

and grant programs.  
• Strategic thinking and analytical skills. 
• Strong problem-solving and negotiation skills. 
• Knowledge of the theory, principles, and techniques of the planning profession and development 

process. 
• Knowledge of federal, state, and local laws, ordinances, and codes pertaining to planning topics. 
• Knowledge of principles of personnel management, including supervision, training, and performance 

evaluation. 
• Knowledge of the principles of budgeting and finance. 
• Knowledge of computer applications, including Microsoft Office, Internet applications, and GIS as a 

planning tool. 
 
PREFERRED QUALIFICATIONS 
• Proven expertise as an Executive Director or in leadership or managerial positions.  Master’s degree in 

planning, public administration or closely related fields with 10 years of progressively responsible 
planning and management experience preferred.  A Bachelor’s degree and 12 years of experience may 
be substituted for a Master’s degree.  Five years of experience in supervisory roles preferred. 

• Experience in developing strategies and plans. 
• Demonstrated ability to work with people, information, and agencies in problem solving and program 

development is essential. 
• Direct experience with budget formulation and management. 
• Ability to supervise staff and support staff effectively. 
 
WORK ENVIRONMENT/CONDITIONS 
• Duties are primarily indoors in an office setting; may include limited field work. 
• Work will be required throughout the region with occasional meetings and events in other locations. 
• Attendance at evening meetings and occasional weekend meetings or events is required. 
• The employee must be flexible in their scheduling and have their own means of transportation. 
• Must be a U.S. citizen or lawfully authorized to work in the United States.  
 
DISCLAIMERS 
• The above information is intended to describe the general nature of this position and should not be 

considered a comprehensive statement of duties, activities, responsibilities, and requirements. 
Additional duties, activities, responsibilities, and requirements may be assigned, with or without notice, 
at any time. 

• This job description is neither an employment contract nor a promise of work for any length of time. 
 
EQUAL EMPLOYMENT OPPORTUNITY 
The Central Vermont Regional Planning Commission is an Equal Employment Opportunity employer.  
Employees must be committed to working effectively with diverse community populations and are 
expected to strengthen such capacity. 
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