
 

Chief of Staff to the Executive Team 
 

Job Description  
 

Category: Full-time, Exempt 
Supervisor: President and CEO 
Created: December 2018 

 
Job Purpose: 
This position represents an exciting opportunity to support the office of the President and CEO and the 
Executive Team of a high-impact non-profit organization that serves to benefit, support, and enhance the 
California Community Colleges, the largest system of higher education in the nation. 
 
The Chief of Staff and Senior Assistant to the Executive Team (“Chief of Staff”) performs a wide variety of 
functions to support strategic activities of the office of the President and Chief Executive Officer and the 
Executive Team. The Chief of Staff serves as a trusted advisor and counsel to key leaders within the 
organization, assumes day to day responsibility for strategic projects and tasks, and creates and maintains 
cross-departmental relationships to enable leadership success. The Chief of Staff maintains a macro vision of 
business operations, supports organization-wide strategic projects and activities, and must be a creative and 
results driven thinker, an excellent project manager and problem solver, and possess exceptional interpersonal 
skills to effectively coordinate executive-level communications, projects, and priorities across multiple, diverse 
lines of business. 
 
Essential Job Duties/Responsibilities: 

 
 Provides ad hoc strategic support to members of the Executive Team. Researches, collects and 

prepares background information or materials as necessary for meetings; assists in research, content 
development, and creation of presentations; provides information, documents and records as 
necessary to assist with decision-making.  

 Works closely with the Executive Assistant to the President and CEO providing strategic advice, 
guidance, oversight, and coordination of activities supporting the office of the President and CEO. 

 Manages Foundation Board Member Engagement and Recognition program by identifying and 
coordinating individualize Board Member engagement opportunities, based on their areas of interest, 
and partnering with the Executive Assistant to the President and CEO on matters related to Board 
Member communications. 

 Coordinates research, benchmarking, data analysis, and cross-departmental recommendations related 
to organizational impact metrics and dashboard reporting. 

 Supports organizational strategic planning and annual reporting processes and activities. Monitors 
progress reporting against departmental strategies and tactics and synthesizes diverse departmental 
reporting into comprehensive organization-wide strategic plan reporting tools and resources.    

 Coordinates and supports organization-wide implementation of Customer Relationship Management 
software, Salesforce. Maintains implementation timelines and budgets. Identifies and advocates for 
implementation resources. Coordinates needs across a diverse array of departments, business lines, 
and work processes, with an eye toward seamless integration of systems and processes, increased 
automation, improved transparency, and efficient information-sharing throughout the organization.  

 Supports coordination and administration of the Foundation’s professional development program in 
collaboration with Human Resources leadership team. 



 

 Maintains solid knowledge and proficiency related to a wide-range of technology tools with a focus 
on enhancing efficiency and effectiveness of all assigned job duties. 

 Illustrates a flexible, team-oriented, collaborative work style, with exceptional interpersonal skills, and 
the ability to work well with all levels of internal and external constituents. 

 Prioritizes and manages multiple projects simultaneously and follows-up on time-critical issues. 
 Ensures strategic collaboration with appropriate internal personnel and external partners to 

accomplish organizational goals and objectives. 
 Supports Executive Team in the systematic cultivation of long term, collaborative, strategic 

relationships with key organizations and individuals, including the Chancellor, Vice Chancellors, 
Board of Governors, the Foundation Board, College representatives, key vendors, key customers, 
etc. 

 Develops and distributes clear, concise, professional communications to leaders and employees 
within and outside the organization, in alignment with Foundation style-guide, voice, and brand, as 
directed by members of the Executive Team. 

 Demonstrates highest level of integrity with confidential and sensitive matters. 
 Emulates and cultivates a culture of shared leadership promoting individual, team, and organizational 

ownership, accountability, and excellence. 
 Directs ad-hoc projects, as needed, at the direction of the President and CEO. 

 
Supervisory Responsibilities: 
May supervise/manage/direct the training, development, and evaluation of student or administrative 
assistant(s). 
 
Level of Supervision: 
Receives general direction as to goals and achievement of those goals. Evaluated based on the successful 
achievement of goals. Subject only to broad communications associated with the duties and responsibilities of 
the position. 
 
Knowledge, Skills, and Abilities: 

 Proficient in the administration of Enterprise level Customer Relationship Management (CRM) 
systems  

 Exceptional verbal and written communication skills  
 Exceptional interpersonal skills including an ability to manage effective relationships with individuals 

of diverse backgrounds and varying degrees of sophistication including the Foundation Board, staff 
and external partners including the philanthropic community 

 High proficiency with Microsoft Office Suite and other technology tools 
 A professional and resourceful style with good instincts about when to work independently and 

when to leverage support from others while remaining flexible to changing priorities 
 Ability to prepare, proofread, interpret, distribute and maintain specified routine and complex 

documents  
 Creative problem solver with the ability to recognize and define problems, collect data, establish 

facts, and draw valid conclusions while applying principles of logical thinking  
 Exceptional project management capabilities 
 Ability to track and accomplish multiple tasks simultaneously in a dynamic, fast-paced environment 
 Ability to prioritize tasks and efficiently manage time to meet scheduled deadlines while keeping 

appropriate personnel apprised of status on a regular basis 
 Ability to respond effectively to inquiries or complaints 
 Ability to promote and maintain a collegial, collaborative team environment while consistently and 

effectively representing the views of President and Executive Team at all times  
 Partners with Executive Team to meet and exceed personal and professional goals 



 

 Ability to exercise good judgment and effectiveness in working with a diverse staff and team 
 Recognizes problems, develops recommendations and solutions, and oversees resolution  
 Excellent documentation, organizational and problem solving skills; strong project management skills   
 Strong initiative and follow-through skills 
 Ability to work independently with minimal supervision  
 Ability to work effectively when parameters are not well defined 
 Ability to maintain confidentiality of sensitive information 
 Attention to detail and high level of accuracy  
 Ability to operate personal vehicle for Foundation business and possess current valid California 

driver’s license and insurance 
 
Education and Experience: 

 Enterprise level Customer Relationship Management (CRM) system implementation and 
administration experience a must, Salesforce experience preferred 

 Relevant Associates degree (AA/AS) or equivalent; bachelor’s degree (BA/BS) or higher preferred 
 Minimum of 5 years directly related experience supporting executive level management 
 Minimum of 5 years of related experience in managing multiple projects in a fast-paced environment. 

More than 5 years preferred. 
 

Working Conditions and Travel: 
This is a full-time position, 40 hours per week, with additional hours as needed to address the needs of the 
organization.  Occasional overnight travel required.  Well-lit, heated and air-conditioned indoor office setting 
with adequate ventilation. 
 
Physical Requirements 

 Frequent lifting of materials (10 lbs. or less), occasional lifting of items 15+ lbs. 
 Ability to work at a computer workstation for periods up to 4 hours at a time 
 Ability to speak on the telephone for a total of up to 3 hours per day 
 Ability to sit for up to 3 hours at a time 

 
To Apply: 
For immediate consideration, please submit a letter of interest and resume saved as Microsoft Word 
(.doc/.docx) or Adobe Acrobat PDF (.pdf) documents to jobs@foundationccc.org. Please include in 
the subject line: “Chief of Staff.” The application process will be open until the position is filled. 
 
The Foundation for California Community Colleges provides equal employment opportunities (EEO) to all employees and 
applicants for employment without regard to race, color, religion, sex, sexual orientation, gender identity, gender expression, 
national origin, age, veteran status, disability or genetics. In addition to federal law requirements, The Foundation for California 
Community Colleges complies with applicable state and local laws governing nondiscrimination in employment. 
 


