Title: President & Chief Executive Officer
NORTHWEST REGIONAL WORKFORCE INVESTMENT BOARD

POSITION DESCRIPTION

	
TITLE:  President & Chief Executive Officer	

INCUMBENT:  

WAGE HOUR: Exempt

SALARY:  $150,000- *$228,00 - *Executive Level II Cap 2026




PURPOSE
The primary objective of the President & Chief Executive Officer is to provide leadership and direction to the activities of the Northwest Regional Workforce Investment Board and, as a result, to ensure that the goals and objectives of the Board are achieved.

KEY RESULT AREA
· Establish and maintain effective relationships with regional employers and elected officials
· Identify and determine how to effectively serve community and employer needs, using this as a basis to develop strategic plans and program planning.
· Determine strategic and operational goals and plan, in conjunction with the Board and Chief Elected Officials of the region.

SUPERVISED BY
· Board Chair

SUPERVISES
· All NRWIB staff

SCOPE OF JOB
· This position is responsible for the overall direction of the organization, manage the Board's operations, devise strategies and policies, formulate and implement plans, make certain all fiscal agent responsibilities are met, and ensure goals are achieved. This position will also provide support for the Board's oversight and decision-making process. In addition, the President & CEO will develop strong relationships with Chief Elected Officials, Board Members, community stakeholders, as well as federal, state, and local workforce development and regulatory agencies. A priority will be ensuring the functions of the local Workforce Development Board (WDB) are achieved, which include setting the agenda for local workforce development in alignment with the goals and objectives of the northwest region; providing strategic and operational oversight to workforce development programs; developing and submitting the local and regional workforce plans; conducting workforce research and labor market analyses; and convening and collaborating with workforce development system stakeholders.

ESSENTIAL RESPONSIBILITIES

· Provide executive level leadership and management expertise in directing and coordinating Board responsibilities.
· Assist the Board in developing its strategic and operational plans.
· Prepare agendas and briefings of materials for Board meetings.
· Sustain and grow relationships with economic development groups, organized labor, and employer organizations.
· Develop appropriate reports and transfers of information to ensure the Board and other stakeholders remain fully informed.
· Formulate and regulate Board policies and procedures, including conducting conflict of interest enforcement.
· Oversee administrative functions and provide direct supervision of staff.
· Participate in statewide Workforce Development Council and other associations and committees as appropriate.
· Provide strategic/operational oversight and compliance with all applicable federal, state, and local regulations.
· Research, develop, and write grant proposals for funding to further the Workforce Development Board's mission; seek additional innovative funding sources, including public-private partnerships.
· Promote accountability and develop sustainability of operations and services.
· Develop and implement procurement process for service providers.
· Other duties as assigned.

EDUCATION AND EXPERIENCE
Bachelor’s Degree from a college or university accredited by a body recognized by the United States Department of Education and at least 5 years of managerial experience in workforce development, not-for-profit, and/or business sector including supervision of operating functions and financial/business activities or any combination of education and experience determined to be acceptable. 

SKILLS and QUALIFICATIONS
· Extensive knowledge of business practices and regulatory compliance is required; familiar with Workforce Innovation and Opportunity Act (WIOA), Workforce Investment Act (WIA) or related programs; including developing strategic and operational plans under the WIOA/WIA regulatory framework
· Knowledge and experience in budget management, strategic planning, board development, performance measures, and personnel management
· Strong consensus building, negotiating, and decision-making skills with the ability to assess options and recommend solutions
· Commitment to excellence in organizational and project management with the ability to achieve strategic objectives.
· Strong analytical, problem solving and decision-making capabilities
· Excellent communication and interpersonal skills
· Experience in leading and developing a diverse staff of professionals
· Exceptional relationship building and management skills
· Ability to effectively relate to people of diverse educational and cultural backgrounds, government agencies, public officials, and all levels of management and staff
· Ability to travel throughout the city and surrounding area


*Amended September 17, 2026 
