
Legal
CA non-profit reg./law,
CA employer reg./law

Sched.
Deanna

Recep.
Christina

CT Recert.,
Email
Dee

Jiva

Fund.
Lynn

A/P
Jenna

Books, A/R
Sol

IT
Computers, LAN, 

database combining 
Excel, Access, etc.; 

website

IIT
Danielle

Administrator & E.D. Relationship Draft Proposal

Sched.,
Office Mgr.

Diana

Sched.
Barbara

Newsletter
Dian

Bookstore
Miguel

Website
Kay

Administrator
Main point of office contact with E.D.,
supervises daily operations in Office;
helps review and restructure roles, 

automation and streamlining. 

Executive Director
Primary connection between 

M&V (Co-Directors) and LT, NT 
(etc.), and outside world. 
Supervises Administrator. Co-Directors

Marshall & Valentina
Overall policy

Leadership Team
Overall policy.

N.C., E.D., Media,
Synergy, etc...

Accounting
Automation and review 

of all accounting 
operations

Possible Admin. expertise,
and/or outside consulting

Note proposal that contacts with 
Co-Directors be mainly via E.D. 
unless C-D initiates it.  Exceptions 
might be Diana to facilitate 
scheduling and logistical support, 
and others as jointly agreed.  This 
Is a strategy to meet C-D needs 
for order, effectiveness and rest.

Leadership positions are overlaid on top of the positions they supervise.

Administrator has expertise in 
accounting, IT, legal, and in non-
profit oversight.  Certified Trainer?


