
 

 

 
 

 

 
 

 

 
Partners for Just Trade (PJT) is seeking a new Executive Director. PJT is a non-profit, faith-

based organization that builds partnerships between producers living in extreme poverty and 

consumers in North America.  We address root causes of poverty through Fair Trade sales, 
education, solidarity, and a commitment to trade justice. 
 

The fair wages the artisans and farmers receive enables them to afford food, shelter and 
medicine for their families, educate their children and reclaim personal dignity so they may 

assert their economic, political and social rights. 

 
PJT is a recognized player in the national Fair Trade movement, providing superior Fair Trade 

products, upholding strong, transparent relationships with its producer partners, and educating 

consumers about the benefits of Fair Trade. PJT is a screened member of the Fair Trade 
Federation and of Green America’s National Green Pages. Today our superior products are 

sold in over 60 retail stores across the country and through various other venues including 

PJT's own online store.  
 

Read more at www.PartnersForJustTrade.org  and https://www.greenamerica.org/green-
business/partners-just-trade  

 

TITLE    

Executive Director  

 

PURPOSE   

The Executive Director develops the organization’s strategy for the sale and marketing of items 

and education of the public about issues related to Fair Trade, in conjunction with the Board of 

Directors.  

 

ACCOUNTABILITY 

The Executive Director is a full-time position (40 hours/week), accountable to the Board of 

Directors of Partners for Just Trade. 

 

RELATIONSHIPS 

The Executive Director serves with the Board of Directors to develop and maintain 

relationships characterized by vision, trust, transparency, education, dignity, cooperation, and 

openness.  These relationships extend to the producers and suppliers of Fair Trade products 

and faith-based groups both in the US and abroad. The Executive Director will supervise the 

bookkeeper and a team of volunteers. 

 

EVALUATION AND TERM 

The Executive Director’s service will be evaluated annually. The term of this position is 

indefinite. 

 

RESPONSIBILITIES 

 Marketing and Sales 
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1. Works with Board of Director Sales and Marketing Committee to develop and adhere to annual 

sales plan. 

2. Works with the Sales and Marketing Committee to investigate, coordinate, and facilitate selling 

opportunities at events and conferences across the country and with wholesalers. 

3. Develops and administers annual marketing plan. 

4. Continues to assess and improve the Partnership Box program and consignment opportunities, 

maximizing both customer satisfaction and bookkeeping accuracy. 

5. Maintains and updates the website and social marketing outlets.  Photographs and adds new 

products as needed. 

6. Designs, writes, and distributes e-newsletters to individual subscribers and retail partners. 

7. Fosters sales strategy and training by producing needed materials and support. 

 

Finance and Development 

1. Oversees all financial aspects of the organization, including the development of, and adherence 

to, the annual budget (work closely with Finance Committee). 

2. Works closely with the Bookkeeper to ensure that finances are distributed to the proper 

accounts and that the bookkeeping is functioning properly 

3. Provides monthly financial reports, including sales reports and cash flow projections, to the 

Board in conjunction with the Bookkeeper and Treasurer; follows up with any overdue 

Receivables. 

4. Works in conjunction with Board’s Fundraising Committee to cultivate a fundraising/donor 

program. 

5. Seeks grants in keeping with our mission. 

 

Personnel 

1. Oversee all management functions including but not limited to legal issues and insurance 

concerns. 

2. Responsible for hiring, supervising, and evaluating PJT staff, including interns. 

3. Develop and supervise a strong volunteer program to operate and augment the mission of PJT 

and to  provide experiences for people to serve others. 

 

Partnership Development 

1. Communicates regularly with Trade Partners to strengthen relationship and bolster sustainable 

development. 

2. Tracks sales closely and is responsible for placing orders with Trade Partners. 

3. Assists Trade Partners to develop and design new products by providing them ideas, access to 

design and market information. 

4. Develop connections for technical assistance for Trade Partners when needed. 

5. Evaluate Trade Partners adherence to Fair Trade principles and provide support for 

improvements when necessary. 

 

Education 

1. Works closely with the Board to develop and adhere to annual education plan. 

2. Assists in writing, designing, and promoting educational materials. 

3. Promotes and educates through speaking engagements, presentations, interviews, and articles. 

4. Responsible for educating the Board, staff, volunteers, and interns about Fair Trade, and PJT’s 

Trade Partners. 

 

Other Responsibilities 

1. Creates and helps to maintain process and procedure for all inventory transactions. 

2. Encourages volunteer involvement through active recruitment and ongoing support, and 

cultivates an internship program. 



 

 

3. Fosters close relationships with board members, employees, volunteers, customers, and Trade 

Partners to assure personal and professional satisfaction with PJT. 

4. Serves as staff support for the Board and all relating committees. 

5. Participates in the monthly Executive Committee meeting. Sends monthly reports/updates via e-

mail to the entire Board. 

6. Represents PJT in the Fair Trade movement and encourages PJT’s role as a leader in the Fair 

Trade movement. 

7. Works with the Board of Directors to find and orient new board members. 

8. Recommends policies where necessary and ensures adherence to these policies. 

 

POSITION QUALIFICATIONS 

• Experience with non-profit management. 

• Skilled in Excel, Word. Experience in QuickBooks, Photo Shop and Adobe In Design is 

recommended. 

• Knowledge of retail/business marketing strategies. 

• Experience in working with volunteers at all levels. 

• Ability and willingness to work with multi-cultural groups. 

• Ability and willingness to work with faith-based congregations, groups and individuals in the US 

as well as with our faith-based partners and producers around the globe. 

• Willingness to relocate to St. Louis. 

• Self starter. 

 

OTHER DESIRED SKILLS 

• Ability to speak Spanish. 

• Knowledge of artisan crafts and design. 

• Base knowledge of HTML code 

 

HOW TO APPLY 

Those interested should submit a cover letter, resume and references to PJT@partnersforjusttrade.org. 

Salary is commensurate on experience, but will range from $35,000-$40,000/year.  Benefits include 

vacation and mobile phone.  No health care or other insurance can be provided.  

 

 Deadline for submission: March 31, 2018 


