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SUMMARY 

The Sr. VP for Programs and Operations (SVPPO) leads and supervises senior staff in the implementation of HACU policies, goals and objectives set by the Association's President & CEO and Board of Directors. The incumbent oversees all operations and programs by performing the following duties personally or through direct reports.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:
Directs and evaluates staff under his/her direct supervisory responsibility on the planning, development, and implementation of short- and long-term operational plans to meet the strategic goals and objectives of HACU.

In collaboration with the Director of Policy Analysis and Information and the Sr. Vice President for Policy and Government Relations, develops and implements HACU's research and policy analysis agenda, and writes and conducts research on federal and state policy initiatives in support of HACU's legislative strategies and programmatic initiatives to advance the association's corresponding goals and objectives.

In collaboration with HACU's Office of Government Relations (including regional offices), monitors and analyzes legislative, education, and related policy proposals, and assists in proposing and developing formal HACU positions on various Hispanic education policy issues.

Evaluates the progress and results of all internal operations regularly and systematically and provides summary reports to the President monthly and as needed. .

Ensures that the responsibilities, authorities, and accountability of all direct reports are defined, understood, and executed appropriately.

Ensures that all organization activities and operations are carried out in compliance with local, state, and federal regulations and laws governing business operations.

Reviews and answers correspondence and responds to requests on behalf of the President.  

Reviews and recommends to the President & CEO on all legal and financial obligations of the organization exceeding $10,000.00 (e.g., contracts, leases, partnership agreements). Approves all such obligations under $10,000.00. 
Reviews all external correspondence from each division and approves for distribution.

Oversees the work of all senior staff reporting directly to the President in his/her absence.

Performs other duties as assigned by the President and CEO of HACU.

SUPERVISORY RESPONSIBILITIES 

Manages the department heads of all HACU operations not directly under the supervisory jurisdiction of the President's Office.  Responsible for the overall direction, coordination, and evaluation of the following department heads: Development and Marketing; Programs, Services, and International Affairs; Policy Analysis and Information; the Western Regional Office; and Finance and IT.  Other department heads may be assigned by the President as deemed appropriate.  Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.












QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

Master's degree in higher education, business, public administration, or closely related field with five years of managerial experience, working knowledge of public and private higher education, and administrative and/or teaching experience in postsecondary education.  A terminal or doctoral degree is highly preferred and experience in leading an organization or division of same that deals with government agencies and private foundations in grant procurement and contract negotiations.  Experience must be geared to planning and managing nonprofit organizations involving diverse employees.  Proficiency in word processing, database, and spreadsheet software highly desired.  Must be able to travel.

LANGUAGE SKILLS 

Must possess superior oral and written communication skills.  Must be able to read, analyze, and interpret general business periodicals, professional journals, research reports, technical procedures, and governmental regulations.  Must be able to write reports, business correspondence, and procedures manuals, and effectively present information and respond to questions from individuals, groups of managers, media representatives, customers, and the public.  Proficiency in Spanish strongly preferred.

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. Ability to comprehend and use basic statistics.
REASONING ABILITY 

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; sit; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision.

WORK ENVIRONMENT
The noise level in the work environment is usually quiet. Work usually takes place in clean, pleasant, and comfortable office settings.  Employee will work a standard of 40 hours a week; however, longer hours may be necessary at times.  Conferences and events may take place in hotel and/or convention center settings and require longer hours of work on constantly changing schedule, including work on weekends and evenings.  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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