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Job Description and Recruitment  
ALF Oregon Executive Director 

January 2015 
 

The American Leadership Forum of Oregon chapter is a statewide non-profit organization that joins 
and strengthens a network of diverse leaders that serve the public good across the state of Oregon. 
Oregon’s senior fellow network membership reflects an especially dynamic and diverse group of 
public, private, non-profit and community leaders. Few organizations in Oregon have the kind of 
geographical, professional, racial, ethnic, political and other components of diversity as ALF does, and 
this commitment to diversity is one of the ALF program’s most well-regarded and carefully stewarded 
hallmarks.  
 
 

Position Summary 
 

The ALF Oregon Board of Directors is seeking a proven leader to serve as the Executive Director of the 
Oregon Chapter who is comfortable and experienced in collaborative leadership working with and 
through the ALF Oregon senior fellow network and the communities in which they serve. 
 
The successful candidate will be responsible for administering the organization, budget development 
and management, working closely with the board of directors, leading our fund development efforts, 
advancing the organization, implementing the ALF Oregon strategic plans and overseeing the quality 
of the ALF Oregon program. 
 
The successful candidate must have very strong written and oral communication skills as well as 
demonstrated knowledge of social networking media and other communications tools. Additionally, 
the candidate must be comfortable with technology and possess the skills to oversee the 
organization’s web presence, communications systems, and fund development software. 
 
 

Key Relationships 
 

Reports to:   ALF Oregon Board Chair  
 
Supervises: Program Director 
 Part-time office support staff 
 
Other Key Relationships: ALF Oregon Board of Directors, Senior Fellows, Fellows, Corporate 

Sponsors and Members, Community Partners, Foundation Partners 
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Education and Experience 
 

A bachelor’s degree or the equivalent is required, but an advanced degree is preferred. The applicant 
must have at least five years of demonstrated successful fund development and/or marketing 
experience where the applicant has had direct responsibility for making and reaching aggressive fund-
development and program financial growth goals. Relevant experience must include evidence of: 
creating and executing fund development plans, work with annual campaigns, familiarity with 
obtaining and maintaining corporate sponsorships or support and event planning. Additionally, the 
applicant must have at least five years of successful organizational leadership experience including 
supervising both professional and support staff. 
 

Knowledge and Skills 
 

 Proven leadership experience and capability; 

 Commitment to equity and inclusion; 

 Commitment to Servant Leadership; 

 Strong values and ethics; 

 Familiarity with the ALF Senior Fellow network and program features; 

 Planning, management, organizational and systems skills; 

 Strong interpersonal and communication skills; 

 Creativity, curiosity, self-motivation, and a good sense of humor; 

 Proven fund development expertise and success; 

 Proficiency in standard office software programs and fund-raising technology; 

 Demonstrated experience working with a board of directors; 
 

Major Responsibilities  
 

Building and Maintaining Relationships (15%) 
Builds internal and external relationships to strengthen the organization through increased senior 
fellow enthusiasm and involvement.  Serves as the face and voice of ALF OREGON to a wide spectrum 
of external audiences and constituencies, including media outlets.  Develops and maintains strong 
relationships with developing Fellows, Senior Fellows and with organizations that provide program 
participants and/or financial support for ALF. Maintains relationship with ALF-National. 
 
Fund Development and Marketing (45%) 
Develops, implements and maintains all fundraising efforts, by soliciting funds from new Fellows, 
Senior Fellows, sponsoring corporations, and foundations within the state and overseeing all 
fundraising activities and events. Maintains a vibrant donor database and dynamic marketing plan.  
Assists Marketing Committee with aggressive development of ALF OREGON messaging that 
strengthens the organization, supports fund development and positively promotes the organization 
to Fellows, Senior Fellows, corporate sponsors and our community-base. 
 
Finance & Administration (10%) 
Maintains and strengthens the financial integrity of the organization and assures that staffing is 
appropriate to accomplish annual and longer-range goals.  Overall responsibility for development, 
administration and adherence to budget.  Supervises staff including recruiting, evaluation and 
retention. 
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Strategic Leadership (5%) 
Aggressively implements the board’s strategic plan.  Assists in development of goals and long-range 
plans and reviews progress towards goals.  
 
Programs (10%) 
Works closely with the Program Director to develop and execute high quality programs for Fellows 
and Senior Fellows.  Works with the Program Director to develop, recruit, and engage in all Fellow 
and Senior Fellow programs.   
 
Board Relations (15%) 
Guides the governing body (Board of Directors) to: Raise and contribute money; Increase the impact 
of ALF in the community; Safeguard and manage resources; Assist with the development of the 
strategic plan and determining the future direction of the organization; and Set policy to establish 
guidelines for the organization. 
 

Working Conditions and Environment:  
 

 Forty plus hours a week which will include mornings, evening and weekend hours if necessary; 

 Frequent statewide travel for fund development and ALF Class Fellows programs; 

 Travel to ALF National Board meetings twice a year; 

 Quarterly Board meetings around the state; 

 Monthly Executive Committee meetings; 

 Small office environment with minimal administrative staff support. 

 
Physical Demands 

 Must be able to lift 30 lbs; 

 Vehicle travel to meetings (must own reliable vehicle and hold Oregon Driver’s License) 
 

Salary and Benefits 
 Salary based on experience; 

 Benefits include: vacation, sick leave, holiday leave, medical and dental benefits 
 

To Apply 
 

By February 15, 2015 please submit the following by email to: EDsearch@alfo.org 
 

1. Letter of application detailing how the applicant meets the minimum qualifications; 
2. Detailed résumé or curriculum vitae; 
3. Three professional references, one of which must validate the applicant’s fund-development 

experience; 
4. Minimum Salary requirement; 
5. Responses to the following questions (please include full question as part of your response): 

a. How does your experience prepare you for this position? (500 words or less); 
b. What unique personal traits would you bring to the organizations? (500 words or less); 
c. What fund-raising path would you propose the ALF Oregon board take in the first two 

years of your position?  Assume the board has the following resources: 600+ Senior 
Fellow network; $250,000 annual budget; 2.5 FTE (including Executive Director) -           
(2 pages, single-spaced, one-sided or less). 
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