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JOB DESCRIPTION for  
CHIEF EXECUTIVE OFFICER 

 
 
POSITION 
The Chief Executive Officer of Birth Choice of San Marcos, Inc., a 501(c)(3) organization, is a full-
time, salaried position reporting directly to the Board of Directors.  This individual will lead the 
growth of Birth Choice to be the most effective pro-life pregnancy help center in San Diego 
County.  
 
QUALIFICATIONS 

1. Is fully committed to the pro-life cause in all its dimensions 
2. Expresses full agreement with Birth Choice’s Statement of Christian Faith and Statement 

of Organizational Belief and Conduct, and acts accordingly 
3. Is a passionate advocate for the mission of Birth Choice 
4. Is an assertive leader who takes the initiative 
5. Is a decisive and creative problem solver 
6. Is an excellent communicator, both orally and in writing 
7. Is innovative and able to develop new strategies to meet current needs 
8. Is a collaborator, willing to listen to others 
9. Is able to motivate subordinates, and delegate authority and responsibility to them 

10. Is a strategic thinker – able to anticipate and handle changes that affect the execution of 
Birth Choice’s mission 

11. Effectively relates to both Catholics and Protestants 
12. Exhibits competence in diverse business functions including marketing, public relations, 

and finance 
 
RESPONSIBILITIES 

Corporate Leadership 
1. Enthusiastically defends Birth Choice’s Statement of Christian Faith and Statement of 

Organizational Belief and Conduct  
2. Actively advances Birth Choice’s mission at every opportunity 
3. Fully supports, promotes and utilizes Matthew 18 principles for conflict resolution 
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4. Ensures full and timely implementation of the policies and directives of the Board of 
Directors 

5. Establishes goals, objectives, and operational plans that support Birth Choice’s strategic 
plans 

6. Ensures compliance with all the federal and state laws and regulations governing a non-
profit corporation 

7. Represents Birth Choice and serves as its chief spokesperson at all important functions, 
including industry conferences, fundraising events and public meetings 

8. Networks with other pro-life organizations to enhance Birth Choice’s professionalism and 
excellence 

9. Communicates effectively with the Board of Directors by providing its members with all 
information necessary for it to make informed decisions in a timely manner 

 
Operations 

1. Supervises, and is responsible for, the day-to-day operations of Birth Choice 
2. Ensures Birth Choice is providing to clients those services that most efficiently and 

effectively carry out the mission of Birth Choice  
3. Ensures compliance with all federal and state laws and regulations applicable to the 

services provided by Birth Choice 
4. Creates, modifies and eliminates, as needed, provisions of the policies and procedures 

manual for the efficient, legaland ethical operation of Birth Choice 
5. Oversees quality control, HIPAA observance, and safety practices of Birth Choice 
6. Establishes goals for each department, in partnership with the department 

managers,which support the Birth Choice’s strategic goals and objectives 
7. Regularly attends conferences and seminars offering professional education and 

development relevant to accomplishing Birth Choice’s mission 
8. Maintains a knowledge of current industry standards for a medically oriented pregnancy 

help center 
9. Ensures all systems and programs necessary to support operations are current and 

functional 
 
Staffing 

1. Oversees all aspects of paid and volunteer staff management 
2. Leads and motivates staff to develop high performing administrative, client services and 

medical services teams 
3. Leads and motivates staff to acquire the skills needed to advance to leadership positions 

within Birth Choice 
4. Ensures compliance with all applicable federal and state employment, wage and hour 

and human resource laws and regulations 
5. Transmits to staff relevant updates on current industry standards for a medical oriented 

pregnancy help center 
6. Creates, modifies and eliminates, as needed, provisions of the personnel handbook 
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Donor Development and Fundraising 
1. Establishes and maintains strong relations with donors 
2. Grows Birth Choice’s donor base 
3. Acts as the point of contact for all donors 
4. Develops and oversees efficient and effective fundraising and donor events 
5. Represents Birth Choice at all fundraising and donor events 

 
Marketing 

1. Works with marketing experts and others to develop an effective and consistent message 
to retain current donors and attract new donors 

2. Works with marketing experts and others to develop an effective and consistent message 
to attract new clients 

3. Articulates and advances Birth Choice’s mission and programs  
4. Portrays Birth Choice’s donors, staff and Board of Directors in a consistently positive 

manner  
5. Speaks and teaches on topics related to the Birth Choice mission 

 
Finance 

1. Executes the Board-approved budget and manages the daily financial operations to 
ensure maximum utilization of resources and maintenance of Birth Choice’s positive 
financial position  

2. Coordinates with Birth Choice’s Treasurer and Bookkeeper to prepare the monthly 
financial reports and annual budget 

3. Coordinates payroll and benefits issues with Birth Choice’s Treasurer and Bookkeeper 
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