TO RESPECT UNITE SUPPORT & TEACH

CHIEF ADMINISTRATIVE OFFICER

Minimum Qualifications
e Strong background in administrative management and legal compliance.
e Excellent organizational and communication skills.

Preferred Qualifications
o Experience in board operations and nonprofit administration.
e Knowledge of HR systems and onboarding processes.

About the Job
The Chief Administrative Officer manages administrative systems, supports onboarding, and
ensures compliance with legal and operational policies.

Responsibilities
e Oversee onboarding and administrative processes.
e Manage compliance and legal documentation.
e Track organizational systems and board operations.
e Ensure alignment of administrative functions with organizational goals.

Commitment
¢ Student Engagement: Serve as a visible representative and advisor, participating in
T.R.U.S.T., Inc. trainings and other pertinent initiatives to foster relationships and
awareness amongst our student leaders and members.

e Financial Contribution: Annual donation or fundraising goal of $240 (minimum).
e Meetings: 1 to 3 meetings per month; plus, an annual retreat.

¢ Time Commitment: Participation in meetings, an annual retreat, volunteer opportunities
throughout the year, and time to complete assigned tasks.

This role is an exciting opportunity to contribute to the growth and success of T.R.U.S.T., Inc
offering personal and professional fulfillment while advancing a meaningful mission.

T.R.U.S.T,, Inc.
2357 Cedarcrest Road, Suite 305, # 17
Acworth, GA 30101

info@trustthemovement.org
www.trustthemovement.org




