
National Association of Workforce Boards

Where Business Helps America Work

1133 19th Street NW, Suite 400, Washington DC, 20036PH (202) 857-7900FAX (202) 857-7955 www.nawb.org

National Association of Workforce Boards

Job Title:   Executive Director
Reports to:   Board of Directors
Open:  Tuesday, February 10, 2009
Closes: Wednesday, March 4, 2009; 5:00 EST

About NAWB

In existence since 1979, the National Association of Workforce Boards (NAWB) represents business-led Workforce Investment Boards 
that plan and oversee state and local workforce development and job training programs. NAWB represents over 15,000 private-sector 
business leaders appointed by their Governors and local elected officials to nearly 650 local, regional, and state workforce investment 
boards which provide the governance for the $8 billion public workforce system.  

Workforce Boards consist of public and private sector members who are providing workforce development leadership in their 
communities.  NAWB believes that through the influence of committed private and public sector leadership, a high performance, 
quality workforce development system can be developed to meet the human resource needs of the competitive global economy that 
increasingly demands highly skilled workers.

NAWB supports and promotes the work of its members through a comprehensive program of advocacy, technical assistance, and 
communications activities. Services are designed to help Board volunteers advance the public-private model among key policy makers, 
secure the role of the business sector in workforce development, enhance members’ capacity and effectiveness, and learn from 
networking opportunities with the nationwide job training community. 

General Responsibilities 

The Executive Director works with the NAWB Board of Directors in preparing, implementing, and assessing NAWB’s strategic 
plan and business plan.  The position holds lead responsibility for working with the NAWB Board of Directors in its planning and 
oversight roles.  The position also is responsible for maintaining productive relationships with NAWB’s funding partners from the 
public, private, and non-profit sectors, and serves as the chief liaison with the Department of Labor and other federal agencies.  The 
Executive Director works in partnership with the Board, staff, and partners in developing the association’s positions on issues affecting 
workforce development at the federal and state governmental levels—particularly those policies which promote the empowerment and 
strengthening of public/private/non-profit partnerships, as exemplified by local workforce boards.  The Executive Director also oversees 
the designs of technical assistance and training projects to foster the continuing development of local boards.  The Executive Director 
leads the NAWB staff and its partners in carrying out the goals of the association.  In addition, general duties include:

Day-to-day operations,• 
Production of all publications and communications,• 
Production of NAWB’s Annual Forum, a national conference with nearly 1,500 attendees and the premier workforce • 
development conference in the country, and
Maintenance of financial, fiscal, and accounting systems in a manner consistent with the highest professional standards.• 
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Specific Duties

Manages the operations of the national headquarters, including at the will of the Board, hiring and dismissal of employees, staff 
development and supervision. Maintains a sound, competitive employee compensation and benefits program: a retirement plan; health, 
life and disability insurance benefits, a severance package, and others. Responsible for systems development for management and 
accountability, and for management of the physical property and records. 

Prepares, with the Chairman, Board of Directors, the agenda and Order of Procedure for the Association’s annual business meeting, 
held at NAWB annual Forum.   

Supervises the preparation of agendas and supporting materials for NAWB Board meetings and committee meetings.  Provides staff 
support to the Executive Committee. 

Develops with the Treasurer, and Chair of the Finance Committee, an annual budget and a one-year advanced forecast budget. 
Ensures excellence in financial management, and monitors income and expenditures. The ED makes a monthly report on the operating 
budget performance to the Treasurer and members of the Executive Committee, including an end-of-the-year operating budget 
forecast, with recommendations for adjustments to assure a favorable year-end bottom line. Reports to the Board on budgetary and 
financial matters at least 3 times per year. Secures an annual audit, with an in-person report by the auditors to the Board. 

Assures that adequate resources are generated and allocated to the highest priority elements of the Association’s Strategic Plan. 
With the Executive Committee, coordinates member and staff expertise in execution of the Plan, appraising results, and in proposing 
needed innovations and adjustments to the Board.  

Maintains existing, and seeks to expand, membership of the association through full, associate, and sponsoring membership so as to 
broadly represent the collective interests in and needs for a strong national workforce development system.

Responsible for the collection of customer feedback from NAWB members to inform and influence NAWB’s policy positions.  Mobilizes 
“grass roots support” among members and the business community to advocate for NAWB’s positions with members of the Congress 
and the Administration.  

Works to ensure program support and seeks opportunities for the Association’s growth. Provides liaison and staff support to committee 
chairs to enable them to develop programs and products of excellence. Facilitates communication between and among committees, 
members and the leadership of NAWB and other organizations. 

Works with the U.S. Department of Labor, and specifically the Employment & Training Administration, to ensure the successful 
identification and implementation of policies, regulations, grants, and initiatives that promote effective strategies and tactics for 
workforce development. 

Identifies funding opportunities with federal agencies, foundations, businesses, and others;  oversees the preparation of funding 
strategies and proposals; and manages the implementation and evaluation of such efforts.

Advocates for NAWB’s mission and programs, firmly and diplomatically advancing the Association’s position and increasing its 
leadership role. Strengthens ties with a wide range of related organizations, including but not limited to the National Association 
of Counties, the U.S. Conference of Mayors, the American Association of Community Colleges, the National Association of State 
Workforce Entities, the National Governors Association, and other segments of the workforce development community.  Represents 
the Association to federal agencies (notably DOL, DoE, Department of Health and Human Services), and foundations. Participates in 
national coalitions and committees, to the extent that time allows, and the agendas are congruent with the goals of the Association. 

Develops, refines, and presents NAWB’s policy positions and recommendations to members of Congress and the Administration both 
orally and in writing in both formal and informal venues.  The Executive Director serves as NAWB’s primary contact with policy makers 
at DOL/ETA and other government agencies.
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Maintains up-to-date knowledge about current and future policy initiatives that may affect workforce development programs. Tracks 
proposed changes in legislation and existing statutes [such as WIA, TANF, and Perkins] that affect workforce development programs.  
Tracks the development and passage of those parts of the annual federal budget that affect workforce development programs.  Tracks 
evaluations, hearings and investigations in areas that affect workforce development programs conducted by the GAO and other 
agencies.

Maintains familiarity with ongoing research in the field of workforce development conducted by federal agencies, public interest groups, 
universities and other scholarly organizations.  

Administers demonstration and technical assistance projects to advance NAWB’s policy positions by strengthening the leadership and 
governance capabilities of the local workforce boards that make up NAWB’s membership.  Evaluates the success of these projects and 
uses the insights gained to refine and update NAWB’s policy and board-building agendas.  

Qualifications

Minimum of five years leadership experience in a policy-development, research, or management position with the federal government, 
state government, public interest group, “think tank”,  local or state workforce board, or similar organization.

Extensive knowledge of and experience in public and private workforce development, education or social service programs is critical.  

Possesses high quality oral and written communications skills.

Masters Degree in public policy preferred; experience may be substituted.  

Must be willing to relocate to Washington, DC area.  Position requires travel.  Salary is commensurate with experience.  NAWB offers 
a competitive fringe benefit package.
  
To Apply

Applicants should submit a cover letter, resume, and three references via email to executivedirector@nawb.org.  All applications are 
due by 5:00 p.m. EST, Wednesday, March 4, 2009.

Questions should be directed to:
Scott Cheney
Acting Executive Director
NAWB
202.857.7900 x113
executivedirector@nawb.org 
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