
 In my current role as executive director of a small nonprofit substance abuse treatment 

center, I focus on personnel management, administrative work, and fundraising. The latter two 

oblige me to do no small amount of writing. For example, my administrative duties require me to 

compose reports for my board of directors and for various state agencies, while fundraising has 

me writing grants. The writing emerges from ongoing research, both within the agency (tracking 

historical and current performance of various programs, for example, or reviewing changes to 

legislation and state policies that affect how my agency has to function) and outside it (looking at 

what grant-makers are amenable to funding my agency’s programs and how best to address 

them). The writing also often leads to presentations. At board meetings, I deliver several reports, 

and I give talks to local state offices regarding what my agency does and how we can work to 

help those agencies address their needs. 

 Much of my work is done independently while my clinical staff sees to client needs and 

my administrative assistant handles client-facing duties, so there is not much overt teamwork; 

rather, I trust my people to do what they need to do, as they do me—and part of what I need to 

do is manage the agency’s technology. My clinical staff, particularly, is focused on other things 

than technological adeptness, but the agency is required to make use of state-provided tools to 

manage caseloads, and our record-keeping is largely done through tools I have designed during 

my time with the agency. Too, board reports are generally compiled through putting the record-

keeping tools to work, so my use of technology in my regular work seems ever to be increasing. 

 The most important skill set for my work is my writing. It is that set of skills that allows 

us to remain in compliance with state agency policies and legislative mandates. It is that set of 

skills that allows the agency to remain in line with the reporting requirements of its nonprofit 

status. It is that set of skills that allows most of the agency’s outreach to take place, whether in 



supporting presentations to various stakeholders and referral sources or in the ongoing marketing 

that the agency engages in. And it is that set of skills that has allowed me to bring in grants to 

fund individual projects and general operating expenses so that the agency can continue to serve 

those in need. 

 I expect that, so long as I continue in my present position, I shall need to make use of 

much the same set of skills as I currently do. I mean to be in the position long; I like the job, and 

I do well in it, though I remain open to other opportunities if they present themselves. At present, 

I seek to grow the agency a fair bit; there is no shortage of work for us, nor is there likely to be 

soon, and I am confident that, if I keep working as I have been, I will get us where we need to be. 


