
ASSOCIATE DIRECTOR 
Job opening – August 2019 

The Ridhwan School is making an important addition to our leadership team. We are seeking 
an Associate Director to work closely with the Executive Director (ED) to implement strategic 
priorities and new initiatives, support operational oversight, guide IT and technology needs, 
and build and maintain organizational effectiveness. A detailed description is outlined below. 

To Apply: We encourage candidates who meet the qualifications to apply by sending a 
resume and cover letter describing your interest in the position. Application and questions 
about the position should be forwarded to: newstaff@ridhwan.org. Deadline for application to 
this position is EOD September 23, 2019. 

PURPOSE 

The Associate Director (AD) is a new leadership role at the Ridhwan Foundation. The role and 
focus of this position will be modified in collaboration with and under the guidance of the ED 
as the priorities and needs of the foundation change. Initially, the focus of the Associate 
Director will be leadership and project management of several key strategic priorities, 
including technology enhancements and an organizational assessment.  
The Associate Director will work under the supervision of, and in strong collaboration with, 
the Executive Director. Like all Ridhwan Foundation staff, the AD will work within the 
parameters and support the primacy of the “Teaching” as laid out by the Synod and Academy 
Chancellors.  

ESSENTIAL JOB FUNCTIONS 

• Lead and project manage the following strategic initiatives, ensuring coordination 
across the organization and with key stakeholders, assisting in overcoming any 
obstacles as they arise, and reporting issues to Executive Director:

o Working in partnership with the Academy Chancellors, supervise the Diamond 
Net team to continue development of and implementation of the Diamond Net 
vision; effectively manage timeline, responsibilities, budget and 
communication.

o Oversee a consultant to conduct an organizational audit, which may include 
developing and documenting management processes, developing an 
organizational design, developing a training program, and working with HR to 
fill positions.

o Oversee and guide new financial software implementation, in coordination with 
the Controller, Foundation Treasurer and Board Finance Committee.

• Oversee and guide IT and technology matters (including website, CRM, donor database, 
etc.), which may include supervising Web/IT staff, working with key
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stakeholders and vendors to define and implement changes to the school’s IT 
platform, and managing vendor and staff resources to build and maintain the 
IT systems. 

• Improve management and administrative systems.

• Support the school’s day-to-day oversight and school functionality.

• Work with other strategic priority owners on strategic planning and implementation, 
which may include working to develop long-term and short-term goals, developing 
objectives, and monitoring completion.

• Oversee resource and budget management on assigned projects and priorities.

• Attend board meetings as requested; support the ED in design and delivery of board 
presentations.

REQUIREMENTS 

• 8 or more years of senior leadership experience, preferably in both non-profit and 
for-profit organizations or in a very well run non-profit.

• Relevant experience in leadership roles with a track record of effectively leading 
teams to implement strategies and goals.

• Demonstrated ability to create and improve processes and manage change within an 
organization.

• Ability to manage project scope by assessing requirements changes, determining and 
conveying impact on budget, time and risk.

• Experience in budget development, analysis and administration.

• Experience in management of technology implementation.

• Excellent written, verbal and interpersonal skills.

• Knowledgeable of and experience with modern Project Management methods.

• Experience in complex organizations (preferably non-profits).

• Ability to identify issues and problems, generate solutions and choose appropriate 
alternatives in complex organizational contexts.

• Ability to manage stakeholder expectations, and to anticipate and track operational 
and tactical risks.

• Experience engaging volunteers, and consultants, and providing support and guidance 
for their work, as needed.

• Bachelor’s degree from an accredited university.

• Organizational design and Organizational Assessment Skills are a plus.

ATTRIBUTES 

• Passionate about supporting the Diamond Approach Teaching.

• Can shift readily between the “big picture” and the small but crucial details, knowing 
when to concentrate on each.

• Action-oriented, self-directed, innovative, and adaptable.

• Ability to work effectively in collaboration with diverse groups of people.

• Respectful to all students, teachers, staff and groups in the organization.
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• Calm,collected and collaborative. Works well under pressure and comfortable with 
change and complexity in dynamic environment.

• Comfortable navigating in and helping to resolve uncertainty, ambiguity, and mixed 
messages.

• Strong spiritual practice


