
Executive Director – Applicant Brief

Organizational Profile
The Broadbent Institute, founded in 2011, is Canada’s leading progressive policy and training 
organization. With offices across the country, we champion change through excellent research 
and analysis, educating and supporting a new generation of leaders, and the publication of 
innovative journalism through our media division, PressProgress.

Our work is guided by the Broadbent Principles for Canadian Social Democracy - we believe all 
people have equal worth and equal rights, and that we all benefit from living in an increasingly 
equal society.

We are committed to realizing the promise of Canada as a diverse, just, and inclusive society. 
These values matter to us today and they matter to our future. The vast majority of Canadians 
share these progressive values.

The Broadbent Principles for Canadian Social Democracy:
1. Furthering economic and social rights in addition to political rights.
2. Creating a green economy that leaves nobody behind. 
3. The transformative potential of electing social democratic governments responsive to 

robust social movements.
4. Workplace democracy including the right to a trade union and the fundamental role of 

the labour movement.
5. The dismantling of structural systems of oppression.
6. Fully implementing the rights and title of Indigenous peoples and supporting their goal 

of achieving self-governance.

"These Principles are very important – they remind us as social democrats not simply where 
we’ve been, but where we want to go." - Ed Broadbent

As an independent and non-partisan organization, the Broadbent Institute works to:
 Research and advocate for the ideas that will help create the secure, sustainable future 

we all desire

 Expose and counter regressive practices, policies, and ideas

 Train and support the leaders of tomorrow
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 Convene progressive voices - both within and outside of electoral politics - to recast 
political conversations

 Encourage and facilitate open discussion about the policies and actions that will move 
us forward as a country

 Motivate Canadians to speak and act based on their beliefs

The Broadbent Institute works with colleague organizations across Canada and around the 
world and is proud to be an Observer Member of the Foundation for European Progressive 
Studies.

The Role
The personal values of the Executive Director align with the Broadbent Principles, including, a 
commitment to social democracy, an interest in electing progressive governments at the 
municipal, territorial, provincial, and federal level in Canada, and building broad public support 
for social democratic principles and policies. 

The Executive Director has a deep understanding of our relationship with our fundraising base 
and the need, as a good steward of that base, to make your top daily priority be growing and 
maintaining those relationships. Without resources, the Broadbent Institute cannot contribute 
to furthering its principles. The Executive Director works closely with the Board to identify and 
seize strategic opportunities. The role is accountable for the organization’s overall performance 
including financial, operational, and administrative. 

The organization is national in scope. Our founder Ed Broadbent is a national political leader 
who dedicated himself to both official language and in all parts of the country. As such the 
Executive Director has a national perspective and is familiar with the Canadian political 
arena/issues. As a national spokesperson of the Institute, the Executive Director is fluently 
bilingual in English and French, able to competently engage in both official languages during 
media interviews and at public speaking engagements.

The Applicant
The Broadbent Institute is seeking the following in an Executive Director:

You have at least 5-7 years of demonstrated management experience at a director, executive 
director, or equivalent level with proven skills leading a board, staff, supporters, and funders. 
Some of which must be within non-profit and unionized environments. Your executive 
experience includes modern fundraising, and the demonstrated ability to connect credibly with 
our network of funding partners and potential partners. 

You are fluently bilingual in Canada’s two official languages and are required to be able to 
engage meaningfully and publicly on a national level and from a national perspective in both 
English and French.
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You are an experienced executive and team leader with demonstrated skills as a strategic 
thinker; a proven ability to collaborate, motivate and inspire others by encouraging their best 
work; and are committed to diversity, equity, and inclusion in the workplace. Prior experience 
will include successful electoral politics; and/or a senior role in trade union work; and/or in 
successful civil society advocacy. 

You are able to lead and inspire an influential progressive think tank, with senior government 
experience, or executive experience developing public policy proposals that were implemented.

You are able to lead and inspire an influential digital publishing operation and, have an 
understanding with how teams research and break stories, and attract a wide audience using 
modern digital tools. Press Progress is one of the Broadbent Institute’s highest-profile and best-
regarded achievements and you will drive its role and potential.

You have the communications and public relations skills to serve as one of the Institute’s lead 
public spokespeople and are able to effectively participate in Canadian public policy debates 
and discussions in both French and English.

You have demonstrated teambuilding and coalition-building skills, with good new ideas on how 
the Broadbent Institute can build links to like-minded institutes and organizations in Canada 
and internationally; in the federal and provincial political arena; in the labour movement; and 
among other supporters and allies. You will build out a network of partners and allies pursuing 
similar goals. 

Remuneration
The current salary range is $150,000-$170,000 plus benefits and an annual RRSP contribution.

Location
Broadbent Institute has  offices  in Ottawa and Toronto. The successful applicant may work 
from either office. Depending on the location, the successful candidate will need to travel to  
the other office on a regular basis. Travel to other locations across Canada will also be required.

How to Apply
Qualified applicants are invited to submit applications to: 
edrecruitment@broadbentinstitute.ca. We welcome all applicants, however only those invited 
for an interview will be contacted. 

We strive for a workplace that reflects the diversity of the community we serve and in which we
live. 

Where an applicant is contacted and accommodations are required, applicants are asked to 
make their needs known. Information received related to accommodation requests will be 
treated with confidentiality.
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Application deadline is, July 9, 2021. 

Thank you for your interest in the Broadbent Institute.

Executive Director Job Description

Job Title: Executive Director
Reporting Relationship: Board Chair
Status: Full-time
Date: June 2021

Position Summary
The Broadbent Institute (BI) team champions change through excellent research and analysis, 
educating and supporting a new generation of leaders, and the publication of innovative 
journalism through its media division, PressProgress. 

The BI is committed to realizing the promise of Canada as a diverse, just, and inclusive society. 
These values matter to us today and they matter to our future. The vast majority of Canadians 
share these progressive values.

The Executive Director (ED) position is central to the successful operation of the BI. It provides 
leadership and management to the organization under the direction of the Board of Directors. 
The ED requires an excellent understanding of modern fundraising, 

Role and Responsibilities

Board Governance
 Leads BI in a manner that supports and guides the organization’s mission, vision and 

principles as defined by the Board of Directors.

 Presents budgets for approval by the Board and oversees control of the Board approved 
budget. Directs, oversees, and ensures implementation of Board directives and 
reporting of work of all departments to the Board, including regular liaison with the 
Board Chair. Attends Board meetings and advises the Board regarding political context, 
on any internal or external developments that may have a significant impact on the 
organization, including to its reputation and/or work.

 Advises the Board of any conflict-of-interest situations, actual or perceived, that arise in 
the organization. Reports existing or anticipated non-compliance with any Board policy.
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 In collaboration with the board and consistent with best practices, the Executive 
Director develops governance policies for approval by the board.

 Works effectively with Board Chair to maintain strong Board/Executive Director 
relationship.

 Ensures that the organization meets its legal obligations. Oversees all legal matters and 
advises the Board on these.

Strategic Planning and Implementation
 Provides leadership in developing and managing the organization’s overall strategic 

direction, policy, resources, operations, and communication.

 Oversees the planning, implementation, management and evaluation of all aspects of 
BI’s programs and internal support services, including programs and activities, 
communications, organizational development and fundraising, financial and 
administration (human resources, labour relations, operations in all offices and locations
across Canada)

 Takes calculated risks, challenges the status quo, and seeks opportunities for 
improvement, change and innovation. When calculating risks, identifies, and evaluates 
the risks to BI’s Board of Directors, employees, property. Finances, principles, values, 
image and implements measures to mitigate risks.

 Fosters an organizational perspective when analyzing situations and making complex 
decisions, involving the relevant partners and stakeholders.

 Identifies changes in the internal and external environment and anticipates/plans for 
future events, trends, problems and opportunities and their potential impact on 
organization.

Financial Performance and Viability 
 Ensures the development and implantation of a sound financial management plan that 

balances program delivery and funding opportunities. This will include preparation of 
the business plan and annual budget, control of expenditures within the approved 
budget, provision of financial reports and other statements to the Board of Directors, 
and compliance with audit-recommended actions.

 Proactive and effective stewardship of the organization’s fundraising base.  

 Engages directly with all current funders, and drives opportunities for growth (for 
example, through individual donations; foundation partnerships, etc.).

 Functions as Privacy Officer (or may delegate as appropriate).

Page | 5 



Communications and Collaboration
 Ensures effective communication across the organization. Manages internal 

communication processes including periodic, written and/or verbal updates to all BI 
employees about programs, changes to policies and structure, and Board decisions.

 Values and respects others’ perspectives and encourages people and teams to utilize 
their diverse strengths and talents.

 Demonstrates a collaborative approach, shares information, and ensures others are 
kept informed.

 Proactively solicits input, ideas and opinions from others and promotes cross-functional 
collaboration.

 Demonstrates the ability to deal with individual and team conflicts and facilitate 
mutually beneficial resolutions.

 Develops partnership and other mutually supportive relationships to achieve 
goals/targets.

Leadership and People Development
 Oversees the development, maintenance, and implementation of effective human 

resources policies and procedures.

 Determines the organizational structure of the organization (number and type of roles) 
within the staff complement determined by the organization’s budget.

 Demonstrates an ability to organize and lead advocacy workers and/or campaign 
workers, and has a clear understanding of the skills and abilities required by these 
workers.

 Line manages the Directors and undertakes regular check-ins, performance evaluations 
and identifies training needs and opportunities. Participates in the recruitment process 
for all senior staff and approves their appointment.

 Oversees the coordination of all BI activities through regular consultation and 
communication with senior management. Ensure they take proper accountability and 
management for the staff they line manage and that they delegate appropriately and 
expect high standards of result-oriented work.
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 Provides leadership for the shaping of management positions in labour negotiations and
approves labour agreements. Provides direction for the handling of complex employee 
relations issues and approves staff disciplinary actions.

 Motivates and inspires others; recognizes the contributions and achievements of team 
members; shows appreciation and celebrates successes.

 Guides, mentors, and coaches team setting clear goals/expectations and providing 
opportunities for challenge and professional development.

 Leads by example and addresses performance and behaviours that are not consistent 
with the organization’s values and policies.

 Strategically selects and develops qualified people capable of enabling the 
organization’s success.

 Models and promotes honesty, integrity, and a harassment free environment that 
supports and encourages diversity, equity, and inclusion.

Operations Management
 Designs and structures systems, policies and work processes that meet stakeholder and 

operational needs and deliver superior programmatic and financial results.

 Demonstrates sound knowledge of fiscal matters that affect the organization.

 Manages budget to ensure resources are allocated in an effective manner to meet 
strategic goals/targets.

 Anticipates potential operational problems/issues and creates contingency plans to 
mitigate institutional risk and ensure a safe working environment.

 Appropriately delegates responsibility to others, ensures clear role definition and 
outcome expectations and establishes appropriate authority for decision making.

Stakeholder Relations
 Demonstrates political acumen, content expertise and capacity for issues management.

 Maintains a positive and professional reputation and cultivates effective relationships 
with all Stakeholders.

 Uses network of relationships to identify opportunities, gather and share information, 
seek input from others, and benchmark best practices.
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 Listens and responds appropriately in a timely manner to unanticipated situations and 
stakeholder requests or concerns.

 Is perceptive and sensitive to the attitudes, beliefs, and opinions of others.

Core Competencies

Ethics
 Committed to realizing the promise of Canada as a diverse, just, and inclusive society. 

Personal values align with the ‘Broadbent Principles’.

 Demonstrates honesty, integrity, accountability, and appropriate transparency in all 
situations.

 Conducts oneself in a manner that upholds the values and reputation of the BI in their 
professional and personal life.

 Holds others to a consistently high standard; communicates and reinforces key 
expectations.

 Demonstrates sensitivity to diversity in the workplace.  

Organizational Leadership
 Understands modern fundraising - both the strength and vulnerability of the BI’s 

fundraising base and is able to connect credibility with the organization’s network of 
funding partners and potential partners.

 Demonstrates a national perspective, familiarity with Canada, and is fluently bilingual in 
English and French, able to communicate as a spokesperson in public speaking events 
and in media interviews. 

 Communicates a clear and compelling vision and is able to lead and inspire an influential
progressive think tank, training centre and digital publishing operation. Is able to clearly 
discern and articulate public policy proposals that will be implemented by progressive 
governments.

 Demonstrates teambuilding and coalition-building skills with good new ideas on how 
the BI can build links to like-minded institutions and organizations in Canada and 
internationally; in the federal and provincial arena; in the labour movement; and among
other supporters and allies.
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 Strategic and critical thinking - explores issues from a broad perspective, weighing the 
various options in the contest of clearly articulated priorities and values.

Coaching and Mentorship
 Demonstrates strong coaching and mentoring skills; actively supports and invests time 

and energy to develop others.

 Creates an inclusive, high-performing culture that encourages active listing in the 
sharing of ideas and respectful debate; employee involvement in decision-forming while
maintaining clear boundaries around accountability for final decisions. 

 Provides guidance and coaching through a leadership style of approachability and 
accessibility. 

Operational Excellence
 Demonstrates a sound understanding of objectives and related priorities as well as the 

ability to manage time such that objectives can be met.

 Demonstrates a sound knowledge of the policies, legislation and practices that govern 
the operation of BI (e.g., corporate, charitable tax, employment); is able to make 
difficult decisions (e.g., hours of work, termination) based on sound rationale and 
consistent philosophy.

Experience

Five to seven years of progressive management experience including in a non-profit 
environment. Experience and ability to lead a management team in understanding how to work
effectively in a unionized environment.

Flexibility to work outside regularly scheduled hours and across time zones is expected. The 
above duties are representative but not to be considered all-inclusive.
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