H A C U

Job Description

Job Title: 
Executive Director of Western States Legislative Affairs

Department: 
Western Regional Office, Sacramento, CA
Reports To: 
Senior Vice President & COO
FLSA Status: 
Exempt

Prepared Date: 
8/15/18
SUMMARY 

This position has overall responsibility for the functioning of the Western Regional Office (WRO).  S/he works in close collaboration with the President of HACU, the Chief Advocacy Officer, and the Senior Vice President in developing and advancing HACU's legislative agenda with respect to state government issues in the five western states of California, Arizona, Nevada, Oregon, and Washington. S/he will coordinate activities for legislative relations, work in a cooperative mode with both executive and legislative branches of the state governments, as well as regional policy centers, Hispanic and other minority organizations, other legislative affairs departments of member colleges and systems in the region, and higher education associations, and track state policy in operation or under development by performing the following duties personally or through subordinate assistants. S/he is also responsible for maintaining strong member relationships in the Western Region Office service area.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following: (other duties may be assigned)
Manage all staff assigned to the Western Regional Office as senior manager.

Plan, organize, and coordinate HACU's legislative strategies and activities with the western regional state governments and agencies. Assist HACU Chief Advocacy Officer with regional activity in support of HACU’s federal government advocacy activity, including contact with federally elected officials and their local office staffs.

Meet with legislators, legislative staff, state agency staff, lobbyists, members of advocacy groups, and the general public regarding legislative policy issues.

Prepare written statements and analyses of budget and policy documents and present analyses orally to HACU leadership, staff and/or stakeholders.
Establish and maintain relationships with legislative affairs officers of member institutions and systems in the region to track and propose policy positions with regard to western state level issues affecting Hispanic higher education.
Monitor legislative proceedings in the five western states and provide reports of the proposed or passed legislation.

Work closely with western region state agencies in identifying resources for regional HSIs and for transmitting this information to HSIs at the appropriate manner and in a timely fashion.

Communicate with and engage regional HSI presidents and other key institutional officials and state government officials in promoting and advocating HACU’s Regional Policy Agendas, bills and/or regulations that have a potential impact on member institutions in the region.

Maintain collegial relationships, including regular communication, with all Hispanic-Serving Institutions.

Coordinate, in collaboration with other HACU staff, state and/or regional meetings of HSI presidents and/or campus leaders around state/regional legislative and educational policy issues.

Arrange and facilitate testimony, meetings, and other such contacts with elected or appointed state officials by HACU's President and Presidents/CEOs of HACU-member institutions.

Monitor and analyze regional state legislative bills and proposals to ensure that the interests of HACU-member institutions are included in such items.

Draft and prepare documents and correspondence related to regional state government relations and legislation for the President of HACU and the HACU Governmental Relations Committee.

Represent HACU at meetings/conferences/symposiums and make presentations to groups.

Write summaries, documents, and internal reports for Governing Board meetings, as well as monthly cabinet and staff meetings. 
Write, publish and disseminate regional legislative alert announcements, briefs and newsletters for timely distribution to membership and other target groups as directed.

Maintain WRO social media presence.

As available, assist with HACU’s National Internship Program (HNIP) recruiting in the WRO service area.

Assist senior management in other assignments or projects as deemed necessary.
SUPERVISORY RESPONSIBILITIES 

Supervisory responsibility for all personnel assigned to the Western Regional Office, currently to include a Legislative Director and Staff Assistant.  

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 public administration, higher education, or related field with extensive experience in state government relations and policy analysis, preferably in higher education or education-related issues. Experience and/or training at the federal/state level on issues impacting Hispanics in higher education. Strong knowledge of and familiarity with the state legislation, budget and appropriations process.  

LANGUAGE SKILLS 

Exceptional interpersonal skills and excellent oral and written communication skills. Spanish language proficiency is highly desired.  Ability to read, analyze, and interpret legislation, legislative and policy analyses, governmental and technical journals, financial reports, and legal documents. Ability to write speeches and articles for publication that conform to a prescribed style and format. Ability to effectively present information in written reports and in verbal presentations to top management, elected and appointed state officials, state agencies/ departments, public groups, higher education organizations, members of the business community, members of Hispanic organizations, and/or governing boards of directors.

RESEARCH AND BUDGET SKILLS 

Ability to analyze and interpret research documents and data including mathematical concepts such as probability and statistical inference. Ability to develop and manage an annual office budget.

OTHER SKILLS

Proficiency with computers (e.g., word processing, database search) and familiarity with educational issues affecting Hispanic students. Ability to use a legislative tracking system.
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.

WORK ENVIRONMENT  
The work environment is characteristic of a small branch office: ability to work closely with a small team of people with varied responsibilities. A strong sense of responsibility that includes capacity for both independent action and accountability to geographically distant supervisors will be necessary. The noise level in the work environment is usually moderate.

Travel is required for this position, including but not limited to conferences and member presentations. Travel varies in frequency throughout the year.

