
 

 

 

 

 

 

Executive Director  
 

The Trustees of the Funds (“TOTF” or the “Trust”) seeks to hire a qualified, self-motivated individual to 
lead the day to day activities of the Trust with emphasis on executing a growth strategy to build the 
assets of the Trust. The Executive Director (the “ED”) will be a part time at-will employee of the Trust 
reporting to the Trustees in general and the President of TOTF specifically. The ED will have a working 
knowledge of institutional investment management and hold strong marketing, communication and 
interpersonal skills. Additionally, the ED will oversee a part time staff individual who acts as 
Secretary/Treasurer of the Trust and performs certain administrative functions at the Trust’s office.  
 

The Trustees of the Funds: 
 

Chartered in 1892, The Trustees of the Funds is an independent, related organization of the Diocese of 
Virginia. It was founded to support, strengthen and enhance the communities served by the Protestant 
Episcopal Church in Virginia. The Trustees of the Funds is an elected board charged with oversight of 
professionally managed investment portfolios benefiting the churches and organizations of the Dioceses 
of Virginia, Southern Virginia and Southwestern Virginia. The Trustees of the Funds is one of the oldest 
Episcopal Church organizations in the Commonwealth of Virginia, with roots to 1754, predating the 

Episcopal Church, not to mention the United States. http://trusteesofthefunds.org/ 
Through accessible investment services and planned giving education, The Trustees of the Funds seeks 
to provide the economic engine for the Episcopal Church in all of Virginia in helping others discover, 
refine and use their spiritual gifts. The goal of the Trustees is to preserve and enhance the real (inflation-
adjusted) purchasing power of its core portfolio while providing a steady and consistent spending 
stream for the support of fund participants. A second portfolio, known as STAMP, for Short-term Asset 
Management Pool, was developed in 2012 to assist Episcopal Church entities with cash management. 
Nearly 700 distinct funds represent the support of approximately 150 churches and institutions within 
Virginia. 
Role:  
 

The Executive Director is the day to day face of the TOTF. While some modest administration is 
required, the primary duty is to interact with the Trustees and current and prospective clients of the 
Trust. The “back office” functions, i.e.: accounting, cash management, client statements and investment 
performance record keeping are outsourced to a third-party administrator/custodian. Between the 
regularly scheduled quarterly Trustee meetings, the ED will act as the liaison with the Trust’s outside 
investment consultant and will provide oversight of the performance of the outsourced service 
provider.   
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On behalf of the Trustees, the ED will oversee all other communications to existing clients and the 
general Diocese community. Importantly, the ED will have as a primary task marketing the mission, 
capabilities and portfolio characteristics to Episcopal Parishes and related Episcopal organizations 
throughout the Commonwealth of Virginia. The ED will be the primary ambassador of the Trust to the 
Diocese of Virginia, its Executive Board and to the Bishop. The ED will attend and participate at the 
Diocesan Annual Convention and as appropriate other Diocesan events.  Additionally, the ED will engage 
and build relationships with the parishes and leadership of the Dioceses of Southern Virginia and 
Western Virginia. Thus, the ED will be knowledgeable of and comfortable with the traditions of the 
Episcopal Church and the Diocese of Virginia. 
 

With guidance from the President, the Executive Director is responsible for the planning and oversight 
of the quarterly Trustee meetings and the Trust’s Annual Meeting. It is expected that the ED 
communicates monthly with the Trustees and coordinates the scheduling of committee meetings 
throughout the year. The ED will assist the Committee Chairs with their related duties such as budgeting 
and Trustee recruitment. The ED is responsible for maintaining the TOTF web site and implementation 
of guidance provided by the Trust’s legal advisors.  
 

Specifics: 
 

Technical Skills: The ED will have a solid understanding of capital markets, and be conversant with 
financial instruments such as ETF’s, hedge funds, private equity, as well as stocks and bonds. The ED will 
be conversant with common technical tools such as videoconferencing, Microsoft Office products, web 
sites and other organizational and presentation products.  
 

Communication and Development Skills: The ED will be comfortable speaking in front of small and 
larger groups. Strong presentation skills are critical.  Ability to initiate meetings, especially with parish 
prospects, is essential to the success of the position. Prompt response to client requests and calls is 
expected.  Sensitivity to sound public relations and maintaining a pristine image of the TOTF is of the 
highest priority.  
 
Location: Richmond Virginia. Currently the TOTF office is housed in an annex building at St. Mary’s 
Episcopal Church, Goochland approximately 15 miles west of downtown Richmond. 
 

Work Hours: The ED will be a part time position anticipating 25-30 hours per week. To the extent Trusts 
assets grow significantly, the ED position could become full time. 
  



 

 

 
 

 
 
 
 
 
Travel: As the primary ambassador of the Trust, the ED will be expected to travel regularly to meet with 
current clients and prospects. Most travel would not be overnight.  
 

Compensation: Salary (Hourly) and Benefits are negotiable but will be commensurate with non-profit 
organizations leadership positions. A bonus plan may be crafted for meeting agreed upon annual 
objectives.  
 

Interested Candidates should contact: 

Janet M Osborn 

President, Trustees of the Funds 

Jmosborn930@gmail.com 


