
Position: Executive Director  
Organization: SBP – Puerto Rico 
Reports to: Continuous Improvement Officer/Chief Operating Officer  

 
About SBP 
SBP is an award-winning, innovative nonprofit organization that shrinks the time between disaster 
and recovery. A leader in volunteer-driven, post-disaster rebuilding; SBP educates, 

advocates and improves the disaster recovery sector so that we can collectively achieve more for communities. 
With a growing team of 85+ staff and 240 AmeriCorps members, SBP has rebuilt more than 2,000 homes across 
13 states and in the Bahamas, and shared best practices with many more. 

 
SBP’s vision is to embrace constant improvement, community-wide collaboration, and clear benchmarks to 
reduce human suffering caused by the tolls of delay in recovery. By pairing resilience training with recovery 
operations, we strive to reduce the need for our rebuilding services over time by increasing preparedness among 
vulnerable communities. 

 
SBP encourages individuals that are hungry for change and eager to innovate to join our team so that we can 
change the future of disaster recovery together. 
 
Position Summary 
Manage the day to day activities of SBP’s Puerto Rico operations to achieve the annual production goals 
and outcomes. Reporting to the Continuous Improvement Officer and COO, the Executive Director (ED) will 
have overall strategic and operational responsibility for SBP’s staff, programs, expansion, and execution of 
its mission. 
 
Qualifications 

● Bachelor Degree and a minimum of 5 years of management experience. 
● Executive leadership preferred. 
● Fluency in Microsoft Office, including Word, Excel and PowerPoint, Donor Perfect or similar 

development management database, and web applications. 
● Clear communication skills and a strong sense of maturity, positivity, and professionalism. 
● Able to satisfactorily pass a Criminal History Check to include sex offender registry, State 

Police, and FBI. 
● Valid driver license and reliable transportation. 
 

Responsibilities: 
 

Leadership and Management 
• Ensure ongoing local programmatic excellence, program evaluation, and consistent quality of 

finance and administration, fundraising, communications, and systems; recommend timeliness 
and resources needed to achieve the strategic goals. 

• Meet annual benchmarks and achieve goals articulated by Continuous Improvement Officer and 
COO. 

• Actively engage and energize SBP volunteers, board members, event committees, partnering 
organizations, and funders to meet articulated goals and objectives. 

• Develop, maintain, and support a local advisory board: recommend board involvement with 
strategic direction for both ongoing local operations as well as relevant national opportunities. 

• Lead, coach, develop, and retain SBP Puerto Rico team members. Ensure effective systems to 
track progress, and regularly evaluate program components to measure successes that can be 
effectively communicated to the board, funders, and other stakeholders. 

• Direct the operations of the site as they relate to achieving the goals of the AmeriCorps grant 
and provide leadership, support and supervision to the site’s AmeriCorps Members. 
 

 
Planning & New Business 

• Maintain current partnerships and cultivate new partnerships with local and national funders, 
political and community leaders. 



• Where necessary, assist the Continuous Improvement Officer in the strategic 
business planning/staffing process for SBP’s expansion into new markets. 

• Be an external local and national presence that publishes and communicates program results with 
an emphasis on the successes of the local program as a model for regional and national 
replication. 

• Coordinate and conduct regular communication between operating sites to ensure operating sites 
are sharing and implementing best practices and lessons learned for various departments 
(volunteer recruitment and engagement, client services application and eligibility, construction 
coordination, etc.) 

• In coordination with the Continuous Improvement Officer, operating site directors will provide 
practical and strategic support and guidance to operating sites and new target communities. 
Directors must be comfortable sharing their experiences with other directors- both success and 
failure. 

 
Financial Performance and Viability 

• Develop resources sufficient to ensure the financial health of the operating site. 
• Assist in planning and development of annual operating budget. 
• Operate within the approved budget to ensure maximum resource utilization and ensure 

positive financial position for the operating site. 
• Support the Development Manager’s fundraising goals and efforts as needed. 

 
Grants Management and Compliance 

● Adhere to all program guidelines and contracts set forth by funding partners. Prepare reports as needed. 
● Ensure proper file management/ document collection.  
● Ensure accuracy of Salesforce entries and documentation for operational and CNCS purposes. 
● Work with the development team to source and apply for available grants. 

 
Culture 

• Promote a culture of excellence that is grounded in TPS problem solving. 
• Ensure each team member understands how their role contributes to the organization’s goals, has 

the training and supervision needed to achieve their goals and is recognized for their work. 
 

 
Performance Expectations: 
The individual is expected to: 

● Able to juggle multiple, competing priorities. 
● Exceptionally self-motivated and curious. 
● High level of personal accountability.  
● Align work performance with SBP’s core values. 
● Top-notch written communication and interpersonal skills.  
● Detail-oriented with strong troubleshooting, analytical and problem-solving abilities 
● Working knowledge of all facets of social media management.  
● Superior work ethic and high energy level.  
● Desire and ability to work, grow and learn in a startup environment.  
● Plan and meet deadlines.  
● Maintain a flexible work schedule to meet the demands of executive management.   
● Demonstrate initiative and work as a team player.  
● Convey a professional and positive image and attitude regarding the organization and the not-for-profit 

sector.  
● Demonstrate commitment to continued professional growth and development. 

 
 
TO APPLY, PLEASE CLICK HERE. 
 

SBP is an equal opportunity employer and adheres to all applicable city, state and federal laws regarding equal 
employment opportunity and hiring practices. 

 
All qualified applicants will receive consideration for employment without regard to age, race, color, religion, 
gender, creed, national origin, physical or mental disability, marital status, veteran status, disabled veteran status, 

https://apply.workable.com/recruitamc/j/6B6E6EA715/apply/
https://apply.workable.com/recruitamc/j/6B6E6EA715/apply/


or status as a member of any other protected group or activity. 
 

It is the policy of SBP not to discriminate against any individual, person, or group on the basis of disability and 
the intent of SBP to address any complaints that may arise pursuant to Section 504. 
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