
 
  

Job Opening  
Executive Director 

 
 

 
CSAN is accepting applications to fill the position of Executive Director.  
 
 
The Executive Director manages both the organization’s day-to-day operations, along with the long-term 
strategy and its execution. The Executive Director is responsible for ensuring that the organization meets 
the vision and direction of the Board of Directors 
 
 
Please see the job description attached for more detailed information concerning qualifications and duties.  
 
 
To apply please submit (1) a Cover Letter; (2) Resume; (3) and a list of three references to 
director@nvcharterassociation.org by September 14th, 2021 
 
  



 

 

Job Description 

 

Executive Director 

 
Director manages both the organization’s day-to-day operations, along with the long-term strategy and its 
execution. The Executive Director is responsible for ensuring that the organization meets the vision and 
direction of the Board of Directors.  

 

 
ESSENTIAL FUNCTIONS: 

 

Operations 

- Ensures the organization is compliant with all local, state and federal requirements including but 
not limited to; being compliant with the Nevada Secretary of State on annual filings; filing federal 
taxes; filing required documents necessary to maintain 501(c)3 tax status; filing the documents 
necessary to maintain required insurance policies; 
 

- Keeps the financial records of the organization in an organized and updated state; 
 

- Organize and run meetings for the Board of Directors; 
 

- Oversee and manage any staff, if available, for the organization; 
 

- Responsible organizing live events, such as seminars, conferences etc.; 
 

- Organize and send out annual membership dues invoices to member schools; 
 

- Draft and send out Newsletters to contact list as necessary. 
 

 



Representation 

- Serve as, or arrange for, the representation of public charter schools at public meetings and bodies 
as the interest of public charter schools in the state dictate, including but not limited to: the 
Nevada state legislature, including special sessions; the State Public Charter School Authority; 
the Clark County or Washoe County School District meetings; the Funding Commission; and the 
Interim Finance Committee; 
 

- Arrange for positive public relation exposure for the work of the schools in the community and 
with their students; 
 

- Manage or arrange for the management of the website and social media accounts; 
 

- Develop and execute political advocacy strategy that best serves the interest of public charter 
schools throughout the state; 
 

- Work with partners in the sector for the advancement the public charter school sector in the state, 
including but not limited to: the State Public Charter School Authority; the school districts; 
various education stakeholders such as Opportunity 180; various legislative caucuses.  
 

- Develop and maintain relationships with key stakeholders such as elected officials (both local and 
state), potential elected officials, the business community, various community groups, the SPCSA 
Board and staff, and the Department of Education among others.  

 

Minimum Qualifications 

- Bachelor Degree or equivalent required, graduate degree strongly preferred; 
 

- Two (2) years experience working in the education sector or related fields; 
 

- Experience having worked in a Nevada legislative session, multiple sessions strongly preferred; 
 

- Deep knowledge of operational or political challenges facing public charter schools; 
 

- Ability to think strategically and critically; 
 

- Ability to maintain a high level of personal and business integrity and confidentiality and to 
exercise discretion in handling sensitive situations; 
 

- Clear and effective oral and written communication. 

 
 

I am able to perform all the duties specified above. 
 
 
Applicant Signature:___________________________________  Date:_________________ 


