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Congregation Shomrei Torah 

EXECUTIVE DIRECTOR  

QUALIFICATIONS, JOB DESCRIPTION AND DUTIES 
 
Congregation Shomrei Torah prides itself as being a warm community that welcomes a diverse 
membership of young and old, gay, and straight, interfaith families, newly converted, and those 
with deep Jewish roots. As the largest congregation in Sonoma County (400+ families), we offer 
a full range of programs, from our progressive Religious School, Lifelong Learning, and active 
social action agenda. These programs complement our regularly scheduled innovative and 
traditional services and Torah study. We are blessed by a dynamic Rabbi, George Gittleman, 
who has led our community for over 25 years.  
 
Prior Jewish communal organization management experience is strongly preferred. 
 
This is a full-time, salaried position. 
 

Job Description: 
 
 Responsible to: The Board of Directors; Rabbi Gittleman 
 
 Reports to: Rabbi and the President of the Board of Directors or their designee(s)  
 

Works in coordination with: The Board of Directors, Rabbis, staff, lay leaders and 
volunteers 

 
 Supervises:  Office Staff, Custodial Staff, Security Staff 
 

Summary:  Under the direction of the Rabbi and the Board of Directors, the Executive 
Director of Congregation Shomrei Torah serves as the administrative coordinator of all 
synagogue activities.  The Executive Director assists the Board of Directors, Rabbis, 
Committees, and other volunteers in the implementation and analysis of all policies and 
programs of the Temple.  The Executive Director supervises the administrative and 
facilities staff to ensure the smooth day-to-day operations of the Temple and the 
effective set up, repairs and maintenance of the Temple's facilities.  The Executive 
Director, in coordination with the Treasurer and Finance Committee, assists in the 
development of the annual operating and capital budgets, monitors income and 
expenses, and provides staff support and financial policy recommendations to the 
Finance Committee and the Board. In conjunction with membership, the Executive 
Director assists in the identification, development, and support of volunteers in all 
phases of congregational life, and supports the Rabbis, Board and membership in 
realizing the goals of the Congregation’s Mission Statement.  
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Duties and Responsibilities: 
 

 Personnel 
o In coordination with, and potentially subject to the approval of the Human 

Resources Committee and the Board: 
 Hire train and supervise all administrative, facilities and security 

personnel. 
 Update and/or propose job descriptions, salary scales, and benefits 

packages for all personnel. 
 In coordination with the Human Resources Committee, recommend 

changes to and annual review of the Employee Handbook.  
 Interpret and establish personnel policies and procedures as necessary  
 Discipline and/or terminate employees as necessary (in consultation with 

the Human Resources Committee and Board). 
 Work in coordination and cooperation with Rabbi(s) and other staff, lay 

leaders, and volunteers to ensure that their administrative needs are 
met. 

 

 Financial Management and Fundraising 
o In coordination with the Treasurer/VP Finance and the Finance Committee, 

develop annual budget proposals for both the operating and capital budgets. 
o Oversee the expenses and income of the Congregation and make 

recommendations for policy and procedural changes as needed. 
o Work closely with the third-party vendor that provides membership billing and 

accounting services for the Congregation. 
o Work with the staff and Treasurer/V. P. for Finance to maintain accurate 

financial records, to prepare accurate statements, and to properly handle 
accounts payable and receivable.  

o Work with Board Committee(s) to develop annual budget requests. 
o Work closely with fundraising volunteers in planning and execution of the annual 

fundraising campaign and provide advice and administrative support to meet the 
fundraising goals of the Congregation. 

o Provide staff support including collections for pledges or other financial 
commitments.  

 

 Board of Directors 
o Serve as a resource person providing ideas, techniques, and other expertise to 

the President, Executive Committee and to all standing and ad-hoc committees 
of the Board of Directors. 

o Ensure that all Board members and committee members are informed of 
upcoming meetings, events, services, or activities. 

o Work with the President to plan and coordinate leadership training opportunities 
for Board members and other lay leaders. 

o Provide monthly reports to the Board on staff issues and program developments. 



Revised 2021 
Page 3 of 6 

 

o Provide staff support to the following Board committees:  Executive Committee, 
Finance Committee, Human Resources, Membership, Fundraising and others as 
assigned by the Executive Committee and/or Board. 

 
 

 Membership Recruitment and Retention 
o With the Membership Committee, the Connections Committee and/or other 

committees involved with membership recruitment and retention, develop, and 
implement strategies for the recruitment of new members and the retention of 
existing members. 

 

 Information Technology and Facilities 
o Oversite of information technology and audiovisual needs, including software 

and hardware needed for streaming and online services and events. 
o Be responsible for overseeing the security, maintenance, cleanliness, and timely 

repair of all Temple properties, in consultation with relevant committees such as 
the Building and Land Stewards (or their successor committee) and the Security 
Committee. This includes attending all meetings of these committees. 

o Recommend to the President and the Board of Directors when unexpected or 
extraordinary expenditures are needed for effective property maintenance or 
management. 

o Ensure that the administrative office equipment meets the Temple's needs and 
in good repair. 

o Maintain the proper care of the religious ritual items, in consultation with the 
Rabbis and the Ritual Committee. 

 

 Office Management 
o Be responsible for the day-to-day operations of the Temple office, including the 

maintenance of regular office hours and maintenance of accurate 
Congregational membership and related records and databases. 

o Review, revise, and supervise Temple procedures, including calendaring and 
scheduling, facilities rental, supply purchasing, etc. as necessary, and make 
recommendations for revision to related policies to the Board, as applicable. 

o Resolve conflicts between competing requests for use of facilities and 
scheduling, according to the Facility Use Manual.  

o Understand and supervise Temple office staff in their use of all office 
information technology systems.  
 

 

 Communications 
o Oversee production of the Voice, Chai-lites and website. 
o Create, write, and edit such other publications as the Board of Directors or 

committees deem necessary. 
o Oversee general publicity and the production of all High Holy Day mailings 

and/or communications. 
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 Ritual and Other Activities 
o Provide administrative support for all religious services, including virtual services. 
o Responsible, under direction from clergy and Ritual Committee, for High Holy 

Day and Passover planning and execution including liaison to virtual and/or off-
site venue, logistics, ticket management and distribution, Yizkor/Memorial Book 
preparation, etc. 

o Oversee planning and execution of all special programs, e.g., Scholar in 
Residence, Adult Education, and other holiday events. 

 

 Miscellaneous Ongoing Responsibilities 
o Build and maintain relationships with Board members, committee chairs, 

volunteers, and members of the Congregation. 
o Monitor Temple Insurance policies and recommend changes as needed. 
o Recruit coordinate and train volunteers. 
o Seek out opportunities for grants and coordinate their preparation for 

submission. 
o Work closely, communicate frequently and meet regularly with the Rabbis and 

the Board President(s). 
o Attend all Executive Committee meetings and Board meetings.  
o Carry out such other duties as are necessary for the smooth and effective 

functioning of the Temple and/or that have been assigned by the Rabbi or Board 
of Directors. 

 

Qualifications: 
 
Understanding and respect for Jewish tradition, religious practices and the Jewish calendar is 
necessary, as is having professional composure, sound judgment, and the ability to maintain 
strict confidentiality.  Reliability, responsiveness, excellent follow-through, efficiency, and 
timeliness are also especially important, as are routinely showing great attention to detail, and 
having good humor and a sense of fun. 
 
Qualified candidates will have excellent customer service, employee management, financial 
management and organizational leadership skills, and the ability to manage multiple projects at 
once. They must be organized, enthusiastic, self-directed, detail oriented, flexible, and highly 
motivated with excellent written and oral communication, interpersonal and computer skills. 
Qualified candidates will need to work closely and cooperatively with our Rabbi(s), staff, 
members, prospective members, lay leaders, and volunteers.   
 
In addition to the above, qualified candidates must be fully proficient with Microsoft Office 
Suite (Word, Excel, Outlook, Power Point), and have proficient knowledge of Gmail and 
Dropbox. Knowledge and experience with Shulcloud (our synagogue membership database 
system) or other membership database systems preferred, as is the ability to learn quickly and 
become proficient with customized database software. Knowledge of QuickBooks, or the ability 
to learn how to use it is also necessary. 
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The qualified candidate must also possess the following abilities: 
 

• Being personable and sensitive.  The Executive Director should genuinely enjoy 
talking with and working with a variety of people and should do it well and with 
sensitivity.  It is imperative that the Executive Director have a positive attitude, a 
friendly smile, patience, understanding, and a pleasant tone of voice at all times, 
as well as the willingness to help and to contact the right person to provide the 
help needed. 

 
• Support the Congregation’s efforts to achieve its mission, as described in the 

Mission Statement, above.  Our Mission Statement describes who our 
Congregation is and why our Rabbis, members and volunteer leadership are 
here.  Supporting and helping to lead these efforts is a necessary part of the 
Executive Director’s work. 

 
• Be a good writer and editor.  Effective written communications skills (including 

editing skills) are an essential part of the job. 
 

• Have demonstrable financial management experience.  Knowledge and skills in 
the area of financial management, i.e.: accounts receivable, accounts payable, 
cash flow, and budget preparation are a vital part of the Executive Director’s 
work. 

 
• Be a quick and eager learner, able to assimilate new information quickly.  The 

role of the Executive Director will evolve over time as the incumbent becomes 
more familiar and comfortable with the culture of Shomrei Torah.  There will be 
many new tasks and concepts to understand, even after an initial training period. 

 
• Show initiative and take charge.  Problems, issues and opportunities will arise 

that require action.  The Executive Director will be expected to handle the bulk 
of these situations, asking for advice from our Rabbis and lay leaders only after 
having thought through and offered potential solutions. 

 
• Be flexible.  There are very busy times, and less busy times. The Executive 

Director must be able and willing to adjust personal plans accordingly (vacations, 
short-term plans). 

 
• Be good at “nudging”, in a patient, pleasant manner.  People at times need to 

be reminded and gently pushed to get things done. The ability to do this well, 
and gracefully, is a plus. 

 

Physical Requirements 
The traditional methods of performing job functions for this position are reflected below.  
Reasonable accommodations may be made when such accommodations do not create an 
undue hardship.  
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 Ability to communicate in a clear, understandable speaking voice, capable of 
communicating vital information to internal / external contacts.  Accurate and clear 
vision and hearing. 

 Ability to remain seated for extended periods of time.  Job duties of this position are 
primarily performed from a seated position with significant computer work. 

 Ability to lift up to 15 pounds. 

 Ability to stand, walk, sit, reach with hands and arms; climb stairs; balance, kneel, talk 
and hear.  

 

Interested and qualified applicants, please forward resume and salary 
expectations to humanresources@cstsr.org 

 

mailto:humanresources@cstsr.org

