Virginia Episcopal Investment Funds
Executive Director
Job Description
Position Summary
The Executive Director serves as the Chief Executive Officer and Chief Administrative Officer of the Virginia Episcopal Investment Funds (VEIF or the Fund), providing strategic, operational, and relational leadership to advance the organization’s mission.
This role is responsible for overseeing all aspects of the Fund’s operations, including investment oversight, participant (client) engagement, organizational management, and external relations. The Executive Director works closely with the Board of Trustees, investment advisors, and diocesan leadership to ensure strong financial performance, operational excellence, and alignment with Episcopal values. The position is located in the Diocesan Office at 110 West Franklin Street, Richmond, VA.
Responsibilities
Leadership & Strategy
· As Chief Executive Officer, lead the overall work of VEIF and guide its long-term strategic direction 
· Partner with the Board of Trustees to implement the mission and ensure organizational sustainability 
· Identify opportunities for growth, innovation, and expanded participation 
· Ensure alignment between financial performance and mission impact 
Investment Oversight
· Serve as primary liaison to investment advisors, including LCG Associates 
· Monitor investment performance, benchmarking, and reporting 
· Ensure clear, accurate, and timely communication of investment results to participants 
· Support the Board in maintaining disciplined investment strategies across portfolios 
· Monitor performance of custodians and investment advisors and provide regular reporting to the Board 
· Oversee the operations of the organization’s portfolios (e.g., Balanced, Short-Term, All Equity) and any future investment offerings 

Participant Engagement & Growth
· Build and maintain strong relationships with existing participants 
· Develop and execute strategies to attract new investors to the Funds 
· Establish and manage a structured process for identifying and pursuing new participant organizations 
· Maintain regular communication with participants through electronic, written, telephonic, and in-person engagement 
· Develop RFP responses, outreach materials, and engagement strategies 
· Ensure high-quality client service and communication across all participant touchpoints 
· Consider and implement structured participant engagement processes, such as periodic portfolio review meetings 
Organizational Management & Operations
· Lead, manage, and develop VEIF staff 
· Oversee organizational structure, staffing decisions, hiring, onboarding, and performance management 
· Make recommendations regarding staffing strategy, roles, and compensation 
· Manage contractor relationships, including administrators and investment advisors, and monitor performance against service expectations 
· Ensure effective systems, processes, internal controls, and operational excellence 
· With the Secretary-Treasurer, oversee the audit process in coordination with the Budget and Audit Committee 
· Ensure appropriate insurance coverage for the organization, trustees, and employees, including liability and cybersecurity 
Governance & Board Support
· Coordinate meetings of the Board of Trustees, including logistics, agenda development, and presentations 
· Partner with Board leadership and the Secretary to prepare meeting materials and minutes 
· Provide timely, accurate information to Trustees to support governance and decision-making 



Responsibilities as Detailed in the Bylaws (for reference)
A. General responsibilities as detailed in the bylaws of the Funds:
a. Supervise and oversee the business affairs and operations of the corporate office, including financial and investment management, initiation and management of partnership programs, marketing and communications, participant development and engagement;
b. Prepare a final operating budget for the corporate office, for approval by the Budget and Audit Committee and then for approval by the trustees;
c. Assure the execution and implementation of all policies of the corporation;
d. Act as a representative to the Diocese of Virginia, the Executive Board of the Diocese, and to the Bishop with the objective for maintaining a harmonious, productive and mutually beneficial relationship between the Diocese of Virginia and the corporation.
B. Specific responsibilities as detailed in the bylaws of the Funds:
a. Managing the operation of the corporate office and all programs of the corporation such as Business Affairs, Diocesan Relations and Development, Joint Administrative Programs, and any Cooperative Educational Programs.
b. Being thoroughly informed about the program and operation of the corporation.
c. Reporting regularly to the trustees on the current status of the corporation and making recommendations that address both opportunities for growth and improvement as well as any problems which emerge with the corporation.
d. Executing all procedures and policies of the corporation as approved by the trustees, including the auditing process and long-range planning.
e. Maintaining the bylaws of the corporation and to monitor and communicate matters relating to investments, corporate office policies, legal affairs and property.
f. Maintaining a current inventory and evaluation of all property, equipment, supplies, investments, accounts, or any other assets of the corporation with recommendations as to their use, preservation, maintenance, improvements, retention, or disposal in a manner in keeping with the bylaws.
C. External Relations expectations as outlined in the bylaws of the Funds:
This area is a key and critical area of the Executive Director’s Responsibilities. He/she, as the primary point of contact for the corporation, shall:
a. Attend such meetings of the investing participants, as requested of the Executive Director or that the Executive Director may deem helpful in fulfilling participants’ responsibilities, and to provide the trustees appropriate information about the needs and wishes of the participants.
b. Represent the corporation as their official spokesman to the Diocese of Virginia and its Executive Board, government officials, the business community, Episcopal Church institutions and to the public and press.
c. Provide oversight and direction for the trustees’ communications, including trustee reports, website content, participant information, press releases, brochures, and other marketing materials.
d. Keep the Bishop informed on the well-being of the corporation and seek the Bishop's counsel on the corporation's mission in the Diocese.
Qualifications
· Master’s degree in finance, business, or related field preferred 
· Professional certifications such as CFA, CIMA, or CFP preferred 
· Approximately 15 years of experience in investment management, financial analysis, or client service 
· Strong understanding of investment performance metrics and benchmarking 
· Demonstrated leadership and organizational management experience 
· Excellent written and verbal communication skills, including public speaking 
· Proficiency in Microsoft 365 and CRM systems 
· Strong organizational, analytical, and interpersonal skills 
· Working knowledge of the Episcopal Church and commitment to its mission and values 
Reporting & Governance
· Reports to the Board of Trustees; does not serve as a Trustee 
· Serves as chief administrative officer of the organization 
· Participates in Board and committee meetings with voice but not vote 
· Performance and compensation reviewed annually by Board.
Compensation
Compensation and benefits are commensurate with the responsibilities of the position and aligned with the Diocese of Virginia.  Compensation, benefits, and related matters will be approved by a majority of the Trustees annually.
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