Twin Oaks Ranch

Executive Director’s Job Description

Mission Statement

Twin Oaks Ranch exists to provide facilities at a sustainable cost to Christian
Organization for lives to be transformed by Christ.

Summary

Twin Oaks Ranch is looking to fill an Executive Director position. Twin Oaks Ranch is a
small Texas camp on twelve acres outside Austin. We have 12 buildings, 160 beds, a large pool,
and it is located on Onion Creek. Because we are a rental facility, maintenance and operations
are the key components of the Executive Director’s responsibilities. Relations with campers are
limited to interactions with the church or other nonprofit leadership booking our facility. We
offer no programing, food service, lifeguards, counselors, or medical personnel. The Executive
Director supervises two part-time employees and utilizes a contract cleaning company. The
Board of Directors supports the Executive Director as he casts a vision for bringing the Camp
into the future for Christ.

Character and Spiritual Qualifications

Applicants must have a personal relationship with Jesus Christ and attend an evangelical
Christian church. They must be described as humble, teachable, friendly, have a good work
ethic, and be a self-starter and team player.

Professional Qualifications / Skills
Required:

e High School Diploma or GED

¢ Criminal background check cleared

e  Works well with others: staff, customers, volunteers, and the Board of Directors

e Basic knowledge of HVAC systems, electrical, plumbing, carpentry, and landscaping
e Recommendation letter from pastor or ministry leader

e References upon request

Preferred:

e 5+ years ministry and/or maintenance experience
e Proficiency of HVAC systems, electrical, plumbing, carpentry, and landscaping

Position Details

Location: Buda, Hays County, Texas

Organization: Twin Oaks Ranch Camp and Retreat Center (501C3 Non-profit)
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Employment Type: Full Time (Residence on Property) Year Round

Flexible Work/Vacation Schedule: Personal time off as Camp calendar permits
Health Insurance: Provided for Camp Director and family

Retirement: Matching funds for 401K up to 10%

Housing Provided: Single family home with 4 bedrooms, 3 baths, fenced yard, carport
and storage, all utilities paid.

Also included: work truck and cell phone

Compensation: TBD

General Responsibilities

I.

I1.

I11.

Operations and Maintenance of the Facilities (to include all buildings, grounds,
vehicles, equipment and swimming pool)
e Oversee the maintenance, repairs and improvements and the safety of all facilities
e Operate efficiently within an annual budget
e Assist with special building and development projects
e Recruit, schedule and supervise volunteers to assist with repairs and projects
e Be available for “on-call” responsibilities while guests are present on property

Booking, Invoicing and Accounting Duties
e Maintain Camp calendar by securing contracts and deposits
e Prepare and collect invoices for Camp rentals
e Work with accountant on Camp income and expenses

Board of Directors Responsibilities

e Attend quarterly meetings

e (ollaborate with the Board of Directors to observe policy governance principles

e Provide Board Members with reports of compliance in accordance with Twin Oak
Ranch board policies

e Develop and manage the annual budget for approval of the board

e Develop and collaborate with the Board to complete a strategic plan for the camp

Send your resume with recommendation letter to:

Twin O

aks Ranch

100 Marks Overlook
Buda, TX 78610
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date: Summer 2026]



