
 

 

Executive Director 
Job Description 

 

The Japanese Friendship Garden of Phoenix, Inc. (RoHoEn) opened to the public in 2002 as a joint 

project between the City of Phoenix and its sister city Himeji, Japan. The Japanese Friendship Garden 

(JFG) is a non-profit 501(c)(3) organization governed by a Board of Directors. The mission of the 

Japanese Friendship Garden is to maintain a beautiful, serene Japanese garden in the heart of Phoenix 

and provide educational and artistic programs and events that continue to deepen relationships and 

celebrate the rich history and culture of Japan.  

Over the years, the stature and popularity of JFG has grown exponentially.  The Board of Directors is 
seeking an experienced Executive Director to strategically manage the growth and take the organization 
to the next level of expansion.  

 

Executive Director  

Reporting to the Board of Directors, the Executive Director (ED) will have overall strategic and 
operational responsibility for JFG’s staff, programs, expansion, and execution of its mission. 

 

Responsibilities 

Leadership & Management: 

• Lead, coach, develop, and retain the JFG staff. 
• Ensure the financial health of the organization, programming excellence, administrative 

excellence, effective communications, efficient processes, and IT systems integrity; recommend 
timelines and resources needed to achieve strategic goals. 

• Engage and energize JFG volunteers, donors, board members, committees, and partners. 
• Collaborate with and support the JFG Board of Directors; serve as ex-officio of each committee. 

Provide monthly reports, budgets and metrics to ensure organizational effectiveness. 
• Build and maintain operational support for fundraising and membership programs. 
• Maintain strong relationships with City of Phoenix management, elected officials and Parks & 

Recreation staff as well as Himeji, Japan International Office, sister garden (Kokoen) and the 
Himeji Gardening and Contracting Association. 

• Ensure all business decisions are in accordance with the JFG mission. 



 

Fundraising & Communications: 

• Expand revenue generating, grant writing and fundraising activities to support program 
operations as well as fund new initiatives. 

• Deepen and refine all aspects of communications—from social media to external relations with 
consistent messaging with the goal of creating a stronger brand.  Represent the Japanese 
Friendship Garden with the media, community partners, elected officials and the public.  

• Prepare the organization for a future capital campaign. 

 

Planning & Development: 

• Participate in and support the annual strategic planning process. 
• Prepare annual business plans and budgets to support the organization’s strategic plan.  
• Build partnerships and establish relationships with donors, foundations and community leaders. 
• Ensure the cultural authenticity of the physical Garden and all workshops and events. 

 

Qualifications 

• Bachelor’s degree in Nonprofit Management, Business Administration, Finance, Economics or its 
equivalent. 

• 5 or more years of non-profit organization experience. 

• 5 or more years of management or supervisory experience.  

• Excellent communication skills, both written and verbal. 

• Strong motivational and leadership abilities. 

• Knowledge and appreciation of Japanese arts and culture. 

 
  



 


