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Position Title:   Executive Director 

FTE:    FTE (on average, 40 hours/week) 

Schedule: Primarily during the school hours of 9am-3pm during the school 

year.  Flexibility to establish work schedule with Board of 

Directors.  Also, requires attendance to evening meetings and some 

evening and weekend functions as needed.  

Supervised by:  Board of Directors 

Supervisory Responsibility: Teaching Staff and Admin Support 

 

The Director will carry out strategies and goals established by the Board of Directors and is a 

passionate leader and community champion that has long-range vision and is committed to the 

growth, marketing and community outreach needed to build the Clark Fork School community.  

He/she will serve as the figurehead of the school and will implement current operational policy 

and continue to create and refine policies with guidance from the Board.  Specifically, the 

Director will oversee business operations, recruit and supervise staff, promote growth and 

development, and assume responsibility for the day-to-day operation of the school in accordance 

with the mission of the Clark Fork School.  

 

I. SPECIFIC DUTIES 

A. Environment (Culture and Character) 

1. Promote harmonious and constructive relationships among and between CFS 

students, families, teachers, staff and board. 

2. Be open, accessible and responsive to CFS families with concerns, suggestions, or 

grievances. 

3. Strive to create and maintain an environment that is compatible with the mission and 

character of CFS. 

4. Ensure open communication lines and transparency between the Board, teachers and 

parents. 

B. Board Relationship 

1. Collaborate with the Board on matters that impact the approved budget, enrollment 

and human resources.  

2. Work with the board to ensure smooth working relations and striving to achieve the 

best interests of Clark Fork School, including building a diverse board with needed 

talents. 

3. Keep the Board fully informed to meet its responsibilities.  This includes suggestions 

for Board policy and development as well as strategies for institutional advancement 

and the need for periodic, systemic planning. 

4. Serve as liaison between the Board, teachers and staff. 

5. Attend monthly Board meetings, Board planning meetings and committee meetings 

as necessary. 
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C. Leadership 

1. Collaborate with the Board, staff and teachers regarding all aspects of the programs at 

CFS to ensure consistency with the current bylaws and mission statement of the 

school and the policies set by the Board. 

2. Assist Board in defining roles of all staff, Board and various parent committees to 

create positive and clear working relationships. 

3. Maintain and disseminate positive attitude to all staff and families.  

4. Represent CFS in its relations with local, state and federal agencies and with local, 

state, regional, and national educational organizations and accrediting agencies. 

5. Assume responsibility for public relations and interactions with the Missoula 

community, including other non-profits. 

6. Work with Board and staff to develop and implement long-term strategic plan. 

D. Personnel 

1. Oversee the selection and employment of capable and qualified staff. 

2. Administer, and review annually, equitable systems of compensation, working 

conditions, training, and development for all CFS staff. 

3. Determine standards and take appropriate steps to measure and maintain reasonable 

performance and professional growth among all CFS staff, including annual staff 

reviews noting areas of excellence, competencies and area for growth, with metrics 

and/or goals. 

4. Establish practices and procedures to promote constructive relationships among all 

CFS staff and provide necessary feedback on a frequent basis. 

5. Ensure maintenance and retention of required personnel records. 

E. Financial Management 

1. Work with Board of Directors to prepare annual budget. 

2. Oversee operational, staff and supply expenditures for compliance with annual 

budget. 

3. Review expenditures and revenues on a monthly basis against budget projections and 

report to Board of Directors. 

4. Resolve collection problems. 

5. Recommend to Board annual adjustments for CFS tuition rates and salaries. 

6. Administer financial aid program through collaboration with financial aid committee. 

7. Prepares financial documents including check requests, debit card transaction notices, 

payroll, invoicing spreadsheets and deposit spreadsheets 

F. Operations Management  

1. Supervise all matters relating to the operation and maintenance of the school. 

2. Ensure compliance with all licensing, accreditation and all applicable regulations, 

including all teacher and staff certifications. 

G. Program and Service Support 

1. Guide development and growth of school programs with staff, teachers and the 

Board. 

2. Ensure the development of policies and procedures necessary for effective, consistent, 

and reliable functioning of CFS curricula. 

3. Work in concert with the staff on administrating and overseeing all programs.  

H. Enrollment, Outreach and Recruitment 

1. Work with Board to ensure CFS enrollment that creates and maintains school mission 

and objectives. 

2. Identify and execute enrollment and retention goals.  



3. Oversight of enrollment including processing enrollment forms, inquiries, and 
change in schedule requests for all programs. 

4. Oversee all aspects of CFS marketing. 

5. Identify and participate in outreach opportunities to promote all CFS programs in the 

community. 

6. Maintain and nurture key relationships with community members and sponsors. 

I. Fundraising  

1. Participate in fundraising as spokesperson for the school. 

2. Advise the Board with respect to CFS fundraising and development needs and 

support the Fundraising committee in all their efforts.  

3. Provide insight on annual fundraising plans and goals. 

4.  Play a pivotal role in all aspects of the fundraising plan, including potential grants 

and donors and by building and maintaining valued relationships. 

 

II. GENERAL WORK CHARACTERISTICS 

A. Comply with all CFS policies and procedures 

B. Complete assigned work in a timely manner 

C. Commitment to CFS vision and mission 

D. Perform other duties as needed and directed 

 

III. MINIMUM REQUIREMENTS 

A. Bachelor’s Degree in related field or equivalent experience and education 

B. Previous work experience in early childhood education.   

C. Prior experience supervising staff, with preference to working with educators 

D. Excellent verbal and written skills to communicate effectively with staff, board, parents 

and community 

E. Self-motivated and ability to work as a team player 

F. Excellent problem-solving skills and ability to resolve conflict effectively 

G. Attention to detail while able to maintain global perspective  

H. Knowledge of and passion for Clark Fork School’s mission 

 

 

 

 

 

 
 

 

 


