Pemsel Case Foundation - Executive Director (part-time)
Summary
The Pemsel Case Foundation is hiring a new Executive Director to support the Board of
Directors, and to provide leadership and management of the foundation’s programs and
activities. This is a part-time position with flexible working hours and flexible, home-based
working arrangements. Candidates have other employment. A two year contract is proposed
with a review of the terms at the end of a probationary period of 6 months.
Start date: Negotiable (ideally, March 1, 2023)
Salary: $30,000 annually
Hours of work: Negotiable [4 days a month]
Location: Anywhere in Canada (home office; expenses reimbursed)
Deadline to apply:

January 16, 2023

Send application (cover letter + CV) to: PemselHumanResources@gmail.com

Background
The Pemsel Case Foundation exists “to foster knowledge and understanding of charity law and
regulation”. Its work is grounded in independent, accessible and authoritative research, and is
pursued through public communication (e.g. reports, newsletters, website, social media),
engagement in public policy initiatives (e.g. presentation of non-partisan, evidence-based
research), and participation in significant legal cases affecting charities, either directly or
through support to litigants and intervenors. The Foundation was established under the Alberta
Societies Act and is a Canadian registered charity. The current Executive Director will retire in
December 2022. More information about the foundation and its activities can be found at
www.pemselfoundation.ca.

About the Role
Pemsel Case Foundation is seeking a part-time Executive Director (ED) to assume the position in
early 2023. The ED works with, and is accountable to the Board of Directors and its Chair. They
are responsible for the overall management and success of the Foundation’s program
implementation, communications, financing, and administration. Areas of responsibility
include:
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•

•

•
•

•

•

•

•
•
•

Supporting the Board and the Chair in planning, governance, strategic direction, and
policy development, and working with the Board’s Committees to implement the
Foundation’s strategic plan.
Overseeing the efficient operation of the Foundation, and leveraging the human
resources necessary to effectively implement research, communications, legal and
educational programs, consistent with the plans and directions approved by the Board
of Directors.
Supervising and supporting contractors and volunteers who may be engaged in
delivering the Foundation’s programs.
Anticipating and staying current on legal issues that affect the Canadian charitable
sector, including legislative, regulatory and judicial issues as they relate to, and inform
the Foundation’s work.
The Foundation has 4 Committees [Governance & Human Resources; Litigation;
Research & Education; Public Policy & Communications]. The candidate will work with
the Board’s committees to support their work and identify, evaluate and recommend
potential research topics, litigation opportunities, educational and communications
opportunities, and appropriate talent (including researchers and writers) to help deliver
the Foundation’s programs.
Working with the Research & Education Committee to support the commissioning and
publishing of research papers on a schedule as determined by the Research & Education
Committee.
Working with the Communications Committee to assist with managing processes for
communicating and disseminating research papers and other Foundation products (e.g.
background briefings, commentaries, podcasts).
Formalizing processes involving the Muttart Foundation’s in-kind contributions, or
making alternative arrangements to ensure the administrative and IT work gets done.
Record-keeping and corporate reporting, including all filing requirements for corporate
status as well as continued status as a registered charity.
Reviewing and implementing systems, processes and policies to streamline and improve
the operations of the Foundation in particular with regard to Internet presence,
publications and other programs. Consider grant application opportunities and other
funding options which could be brought to the Board for consideration.

This position requires some flexibility in working hours to accommodate support for volunteer
researchers and writers, preparation for Board meetings (3-4 per year), and other deadlines
(e.g. grant applications, public policy presentations). Travel within Canada is required for 1 or 2
Board meetings annually.
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Required Qualifications and Experience
The ideal candidate is an energetic self-starter who is comfortable working independently, and
able to flexibly manage time and multiple tasks with little supervision. The candidate will
possess:
•
•
•
•

Leadership qualities.
Organizational skills.
Ability to establish and nurture relationships within an organization and with community
partners.
Ability to work independently

In addition, candidates are required to demonstrate the following:
•
•
•
•
•
•

•

Prior work experience in the charitable sector (paid or unpaid).
Prior experience in working with and reporting to a Board of Directors or equivalent.
Prior experience in project management, and budgeting/financial management.
Prior experience in working across digital platforms, and knowledge of website
development and social media management.
Proficiency with Microsoft Office products.
University-level education or other relevant experience in Canadian law or in another
discipline relevant to the Foundation’s mandate (e.g. communications, public policy,
etc.).
Fluency in English, both in writing and orally; and, at least, a reading comprehension of
French.

Please include a resume and provide a cover letter that speaks to your interest in, and
suitability for this role, and provides a glimpse of your personality. We will closely review all
applications and read each cover letter (we promise).
Pemsel Case Foundation is committed to reducing systemic barriers to all aspects of our work.
Accommodations are available on request for candidates taking part in the selection process.
Please contact us at PemselHumanResources@gmail.com if you have any questions.
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