
 
 
 
Title: Executive Director 
Type: Part-time, salaried 
Reports to: Board of Directors 
 
About the organization: San Diego Writers, Ink is a small, arts nonprofit with the mission to nurture 
writers and foster a literary community.  

We accomplish this by: 

 Serving as a hub for the literary community 

 Promoting literature 

 Providing artistic development for writers at all levels 

 Facilitating artistic collaboration 
 
Job Description: The new Executive Director will develop and implement strategies for funding current 
and future programs, work with staff and volunteers to oversee SDWI’s literary programs, develop 
organizational and administrative policies and program objectives, develop an annual operating budget, 
and serve as the primary contact for the SDWI physical site. The Executive Director must cultivate 
corporate and individual donor bases, develop fundraising materials and activities, will oversee grant 
applications and maintain the grant submission calendar, and work with staff on membership 
development. In addition, the ED must develop relationships and act as liaison with other arts and 
culture, and community groups, serve as spokesperson for San Diego Writers, Ink, representing and 
advocating for the organization, and represent SDWI at collaborative events and other arts events. 
 
Qualifications: The Board is looking for a candidate with skills in program, financial, facilities, and human 
resource management, who has experience with fundraising and managing a nonprofit organization. 
Ideally, the Executive Director is outgoing, connected to the local cultural community, organized and 
systems-oriented, articulate, optimistic but practical, and understands the need to achieve multiple 
bottom lines, while getting the job done. 
 
To apply: E-mail cover letter, resume, and three professional references to HR@sandiegowriters.org 
with “Executive Director” in the subject line. Include in the cover letter your responses to the following: 

1. Give a specific example from your work experience of how you have been able to engage others 
in the mission of your organization; what were your strategies, successes, challenges? 

2. Describe your experience with fundraising and development. Quantify grants received and 
annual fundraising goals and summarize how you reached those goals. 

3. Describe your role in work teams of which you have been a member; what have been your 
strengths in helping your team succeed? 

 
If your resume does not reflect the criteria and experience specifically listed above, please do not reply. 
No calls please.  
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