
 

 
 
 
 
April 2014. The Oregon School-Based Health Alliance (OSBHA) seeks a qualified leader for our organization to 
advance our vision that all children and youth are healthy, learning and thriving, and our mission to promote the 
health and academic success of children and youth.  
 
Candidates will need to demonstrate the ability to support OSBHA’s ongoing efforts to protect and expand the 
value of health services in schools and generate community commitment to sustain local success. These efforts 
include building public policy support, engaging communities and advocates as allies, and strengthening school-
based health services through the expansion of school-based health centers. Learn more about our work at 
osbha.org.  
 
Please review the summary, duties, qualifications and competencies carefully prior to submitting your resume 
and cover letter. Note that we look for applicants who meet essential qualifications and submit well-written 
documents.  
 
Send only the items listed below to executivesearch@osbha.org, otherwise your information may be left out of 
our process. 

 A current resume with a minimum of dates of employment, skills, licenses, certificates, education 

 A cover letter reflecting how your experience and career goals fit with this position and our organization 
 
Our benefits include generous vacation and sick leave, retirement contributions, and health/dental insurance. 
Our office is centrally located in Portland’s vibrant, pedestrian- and bike-friendly downtown with abundant 
public transportation. 
 
OSBHA does not discriminate against any person who is or may become a customer or member, employee, 
board member, or volunteer of the organization, on the basis race, color, sex, age, disability, religion, national 
origin, marital status, sexual orientation, ancestry, political belief or activity, status as a veteran or any other 
provisions protected by law. We strongly encourage applicants representing the growing diversity of our 
community to apply. 
 

 
Position: Executive Director 
FLSA Status: Exempt 
Classification: Full-Time 

Reports to: Board of Directors 
Wages: Commensurate with experience 

 
Timeline 
Position open: April 18, 2014 
Application deadline: May 12, 2014 
Approximate start date: July 1, 2014 
 
Summary: Under the guidance of the Board of Directors, the executive director is responsible for the 
organization's consistent achievement of its mission, the overall strategic direction, financial stewardship, 
effective fundraising, operational outcomes, and the direct management of all human resources activities.  
 
Essential Duties and Responsibilities include, but are not limited to: 
Strategic Leadership  

 Assure that the organization has a long-range strategy which achieves its mission, and toward which it 
makes consistent and timely progress 
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 Provide leadership in developing programs, organizational and financial plans with the Board of 
Directors and staff, and carry out plans and policies authorized by the board 

 Develop, maintain, and support a strong Board of Directors: serve as ex-officio of each committee, seek 
and build board involvement with strategic direction  

 Keep the board fully informed on the condition of the organization and all important factors influencing 
it 

 Foster effective team work between the Board and the Executive Director and between the ED and staff 

 In addition to the Chair of the Board, act as an influential spokesperson for the organization 
 
Finance and Risk Management 

 Oversee all accounting functions including those necessary for auditing, budgeting, financial analysis, 
capital asset and property management and payroll in accordance with generally accepted accounting 
principles and to support effective financial stewardship to ensure the organization is consistently 
financially viable including progressively building reserves  

 Work with the staff, Finance Committee, and the board in preparing a budget; see that the organization 
operates within budget guidelines 

 Provide the Board with comprehensive, regular reports on the revenues and expenditure of the 
organization 

 Ensure that appropriate processes and protocols are in place to ensure the organization is in compliance 
with all State, federal, grant, and other agency regulations, mandates, laws, and requirements  

 Effectively identify and evaluate the risks to the organization's people (clients, staff, management, 
volunteers), property, finances, goodwill, and image and implement measures to control risks 

 Ensure that the Board of Directors and the organization carries appropriate and adequate insurance 
coverage as well understands the terms, conditions and limitations of the insurance coverage 

 Jointly, with the president and secretary of the board of directors, conduct official correspondence of 
the organization, and jointly, with designated officers, execute legal documents 

 
Fundraising and Resource Development  

 Establish a resource development plan that will help diversity, stabilize and expand the funding sources 
while facilitating significant long-term organizational growth in programs and internal capacity 

 Develop policies and procedures to govern donor database management, donor communications, 
targeted fundraising goals related to budget, major gifts solicitation, corporate sponsorship, grant 
applications and reporting, and donor stewardship 

 Lead staff in the development and execution of an annual fundraising plan; involve the Board 
substantially 

 Engage the board in resource development strategies and fundraising activities  

 Ensure staff are appropriately trained identify potential grant funders, prepare grant proposals, cultivate 
donors, secure sponsorships, and track development over time 

 Secure revenue and funding to support current operations and to meet organizational growth goals 
identified in the resource development plan 

 Maintain relationships with high-level donors and grant makers 
 
Human Resources 

 Handle all aspects of human resource management, including but not limited to hiring and termination, 
developing position descriptions, staff development, performance and evaluation management, setting 
compensation, and working with employees 

 Establish employment and administrative policies and procedures for all functions and for the day-to-
day operation of the nonprofit 

 Analyze and evaluate vendor services, particularly for insurance, employee benefits and management of 
funds, to determine programs and providers that best meets the needs of the organization and makes 
recommendations to the Board, as appropriate; negotiate services, terms and premiums and execute 
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contracts with benefit plan providers, supply and service vendors, auditors and consultants; manage 
payroll and benefits programs 

 Lead, coach, develop, and retain a high-performance team  

 Maintain a climate which attracts, keeps, and motivates a diverse staff of top quality people 
 
Communications 

 Deepen and progressively refine all aspects of communications, from web presence to external 
relationships, to create a stronger brand, enhance fundraising, and garner new opportunities  

 Communicate with stakeholders effectively to keep them informed of the work of the organization and 
to identify changes in the community served by the organization 

 Establish successful working relationships and collaborative arrangements with community groups, 
funders, politicians, and other organizations to help achieve the goals of the organization 

 Effectively represent the programs and point of view of the organization to agencies, organizations, and 
the general public 

 
Programs and Practices 

 Ensure effective systems to track scaling progress, and regularly evaluate program components, so as to 
measure successes that can be effectively communicated to the board, funders, and other constituents 

 Review and evaluate program activities 

 Administer contracts and obligations 

 Allocate resources for greater program effectiveness and efficiency 

 Develop organizational and administrative policies and program objectives for Board consideration 
 
Other 

 Other duties as assigned by the Board of Directors 
 
Qualifications The ED will be thoroughly committed to OSBHA’s mission. The ED will have proven leadership, 
coaching, and relationship management experience. Concrete demonstrable experience and other qualifications 
include: 
 

 Advanced degree with at least 10 years of senior management experience; track record of effectively 
leading a statewide a performance- and outcomes-based organization and staff; ability to point to 
specific examples of having developed and operationalized strategies that have taken an organization to 
the next stage of growth 

 Unwavering commitment to mission, quality programs and data-driven program evaluation 

 Passion, idealism, integrity, positive attitude, mission-driven, and self-directed 

 Ability to maintain a working knowledge of significant developments and trends in the field  

 Past success working with a Board of Directors with the ability to cultivate existing board member 
relationships; skills to collaborate with and motivate board members and volunteers 

 Solid, hands-on, budget management skills, including budget preparation, analysis, decision-making and 
reporting 

 Action-oriented, entrepreneurial, adaptable, and innovative approach to business planning 

 Knowledge of fundraising strategies and donor relations unique to nonprofit sector 

 Strong marketing, public relations, and fundraising experience with the ability to engage and collaborate 
with  a diverse group of stakeholders, partners and cultures 

 Strong written and verbal communication skills; a persuasive and passionate communicator with 
excellent interpersonal skills 

 Excellence in organizational management with the ability to coach staff, manage, and develop high-
performance teams, set and achieve strategic objectives, and manage a budget 

 
Competency The Executive Director should demonstrate competence in some or all of the following: 
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 Think Strategically: Assesses options and actions based on trends and conditions in the environment, 
and the vision and values of the organization. 

 Plan: Determine strategies to move the organization forward, set goals, create and implement actions 
plans, and evaluate the process and results. 

 Lead: Positively influence others to achieve results that are in the best interest of the organization. 

 Organize: Set priorities, develop a work schedule, monitor progress towards goals, and track details, 
data, information and activities. 

 Adaptability: Demonstrate a willingness to be flexible, versatile and/or tolerant in a changing work 
environment while maintaining effectiveness and efficiency. 

 Behave Ethically: Understand ethical behavior and business practices, and ensure that own behavior and 
the behavior of others is consistent with these standards and aligns with the values of the organization. 

 Build Relationships: Establish and maintain positive working relationships with others, both internally 
and externally, to achieve the goals of the organization. 

 Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using 
appropriate and effective communication tools and techniques. 

 Creativity/Innovation: Develop new and unique ways to improve operations of the organization and to 
create new opportunities. 

 Focus on Customer Needs: Anticipate, understand, and respond to the needs of internal and external 
customers to meet or exceed their expectations within the organizational parameters. 

 Foster Teamwork: Work cooperatively and effectively with others to set goals, resolve problems, and 
make decisions that enhance organizational effectiveness. 

 Make Decisions: Assess situations to determine the importance, urgency and risks, and make clear 
decisions which are timely and in the best interests of the organization. 

 Solve Problems: Assess problem situations to identify causes, gather and process relevant information, 
generate possible solutions, and make recommendations and/or resolve the problem. 

 
Physical Demands The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this Job, the employee is regularly required to talk or hear. The employee is 
frequently required to sit. The employee is often required to stand and walk. The employee must occasionally 
lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision and distance 
vision. 
 
Work Environment The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. The noise level in the work 
environment is usually moderate. The Executive Director works in an office environment, but the mission of the 
organization may sometimes take him/her to non-standard workplaces; additionally, work will include evenings, 
weekends, and additional hours to accommodate activities such as Board meetings and representing the 
organization at public events. 
 
 


