
Hope Recovery Manor 

Parkersburg, WV 

Position Announcement:  Executive Director 

Hope Recovery Manor seeks a dynamic Executive Director to direct and oversee all 

aspects of the program.  

About the Organization 

Hope Recovery Manor is a Women's sober living facility which encompasses extensive programming to 

assist Clients in getting a fresh start to staying sober. This facility can house up to 16 women living there 

for up to one year then under the program's guidance for one additional year. The Executive Director 

will be assisted by a House Manager and Peer Support Team. 

Under the direction of the board of director, the Executive Director administers, directs, sets 

objectives, and coordinates the activities of the Hope Recovery Manor. 

Key Responsibilities 

Responsibilities include but are not limited to the following: 

1. The daily operation of the home and the application and implementation of established 

policies. 

2. Exercise direct supervision over the staff and personnel. 

3. Recommend changes in policy to carry out the goals of the Hope Recovery Manor, Inc. more 

effectively to the Board of Directors. 

4. Responsible for short and long-range planning. 

5. Responsible for investigating and securing potential funding sources to increase services for 

residents. 

6. Foster a professional attitude among staff and clients to ensure high morale and efficient 

teamwork. Promote initiative among staff by delegating authority and responsibility. 

7. Schedule staff to maintain 24-hour coverage. 

8. Manage the operational budget, evaluate reports, analyze budget data, and keep Board 

informed monthly of the financial status. 

9. Participate in activities to maintain and increase awareness of the Hope Recovery Manor in the 

community. 

10. Participate in professional conferences, workshops, and seminars to keep current in the field of 

substance abuse and sober living. 

11. Maintain website, promotional materials, and facility documents. 



12. Other duties as assigned. 

Knowledge, Skills, and Experience Required: 

1. Education and Experience 

a. Bachelor's degree in business, public relation/ administration or related field is desired. 

b. Grant writing experience is desired. 

c. Two to four years-experience in non-profit or social service agency desired. 

d. Supervising staff. 

2. Job Knowledge and Skills 

a. Substance abuse knowledge. 

b. Fund raising. 

c. Efficient time management. 

3. Personal Qualifications 

a. Ability to communicate with people in a positive manner. 

b. Ability to plan, organize, direct, and control the activities of the Manor. 

c. Flexibility in time schedule. 

d. Ability to complete tasks with minimal supervision. 

e. Good networking skills. 

f. Displays the following: Positive Attitude, passionate about others, having a desire to 

help others, observant, caring, honest, and patient. 

Hope Recovery Manor Board of Directors is an equal opportunity employer. 

       The salary range for the position is $38,000 - $40,000. 

How to Apply 

Please send the following to jharringtonssjc@gmail.com 

 Cover Letter 

 Resume 

 3 letters of reference  

The anticipated date for filling the position is mid-June 2021. 

Priority application date: June 2, 2021.  Applications will be accepted until the position is filled.  

mailto:jharringtonssjc@gmail.com

