
Dire c t or  of Ad m in is t ra t ion   

We  are  s e eking a  re su lt s - d rive n  and  e t hica l d ire c t or of adm inis t ra t ion  with  
s t rong leaders hip  skills  t o m anage  and  im prove  t he  e fficie ncy of our 
organiza t ion 's  opera t ions . Dut ie s  for t he  d ire c t or of adm inis t ra t ion  will inc lude  
m anaging adm inis t ra t ive  s t a ff, gu id ing ope ra t ing m e t hods , d isburs ing funds  t o 
depart m e nt s , m onit oring budge t s , im proving inform at ion  sys t em s , overse e ing 
hum an res ource s  require m e nt s , upda t ing s e nior e xe cut ive s , ana lyzing financia l 
da t a , grant  cont ract s , and  de ve lop ing opera t ing proce dure s  and  policies . Your 
s uperior organiza t iona l skills  and  s t ra t e gic p lanning will as s is t  our organiza t ion  
in  ge ne ra t ing pos it ive  re ve nue  growth , harm onizing ope ra t ions , im proving 
e m ployee  pe rform ance , and  e nhancing our bus ine s s  m ode l. 

The  succes s fu l candidat e  m us t  poss es s  s t rong le ade rs h ip  s kills , analyt ica l and  
s t ra t e gic  t h inking ab ilit ie s , a  t a len t  for finance  and  budge t s , ab ilit y t o m ult i- t a sk, 
and  supe rior in t e rpe rs ona l skills . The  not ewort hy d ire ct or of adm inis t ra t ion  
s hould  s t ream line  ope ra t ions , e nsure  t ha t  adm inis t ra t ive  funct ions  run  
s m ooth ly, e lim inat e  was t age , and  im prove  our organiza t ion 's  financia l s t and ing 
t hrough accura t e  e xpe nditure  m onit oring and  budge t  fore cas t ing. 

Dire c t or  of Ad m in is t ra t ion  Re s p ons ib ilit ie s : 

• Overse e ing day- t o- day ope ra t ions . 
• De ve loping organiza t ional policie s . 
• Disburs ing funds  t o m anagers . 
• Managing adm inis t ra t ive  budge t s . 
• Hiring and  t ra ining adm inis t ra t ive  s t a ff. 
• Ne got ia t ing cont ract s  and  agree m e nt s  wit h  ve ndors . 
• Maint a ining corpora t e  re la t ions hips . 
• Monitoring ope ra t ing e xpe nses . 
• Lia is ing wit h  HR and  ot he r depart m e nt s . 
• Updat ing e xe cut ives  on  bus ine s s  pe rform ance . 

Dire c t or  of Ad m in is t ra t ion  Re q u ire m e nt s : 

• De gre e  in  bus ine s s  adm inis t ra t ion  or equivale nt . 
• Minim um  5 years  of e xpe rience  wit h program  and  financia l m anage m e nt  
• Reliab le  and  se lf- m ot iva t e d . 
• Good  com m unica t ion  skills . 
• Supe rior proble m  solving skills . 
• St rong leade rs hip  qua lit ie s . 



• Broad  knowle dge  of bus ines s  de part m e nt s  and  t he ir funct ions . 
• St ra t egic t hinker. 
• Budge t  m anage m e nt  e xpe rience . 
• Pe op le - m anage m e nt  s kills . 
• Excep t ional organiza t ional s kills . 
• Is  Bondab le   
• Mus t  p os s e s s  a  va lid  Ca liforn ia  d rive r’s  lice ns e / m inim um  ve hic le  

in s u ra nce  re q u ire d  by la w a nd  m ain t a ine d  t h roughou t  t he  d ura t ion  of 
e m p loym e n t . 

Phys ic a l Re q u ire m e n t s  

    Ab ilit y t o  lift  up  t o  25 p ound s , b e nd ing, and  d riving.  Cons t a n t ly op e ra t e s  
a  com p ut e r and  ot he r office  p rod uct ivit y m a ch ine ry, s uch  as  a  ca lcu la t or, copy 
m a ch ine , a nd  com put e r p rin t e r. 
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