
 

 
Position Title: Interim Executive Director 
Reports To: 501c3 and 503c4 Boards of Directors 
Duration: Limited-Duration Position (Estimated duration: 6 months) 
Hours: 1.0 Full Time Equivalent (40 hours/week) 
Compensation: $70,000-$85,000 DOE 
 
Consideration of candidates will begin in May and continue until the position is filled. Anticipated start 
date is mid to-late June. 
 
About APANO: 
APANO (The Asian Pacific American Network of Oregon) is Oregon’s oldest and largest statewide Asian 
and Pacific Islander organizing and advocacy group, with a legacy of policy wins and innovative 
community programs. APANO is a 501c4 organization, and affiliated with APANO Communities United 
Fund, a 501c3 organization, to achieve our larger vision of a just and equitable world where Asians and 
Pacific Islanders are fully engaged in the social, economic, and political issues that affect us. APANO’s 
key strategies are organizing, leadership development, civic engagement and policy advocacy, and 
cultural work. We are organizing and uniting low-income, limited English proficiency, immigrant and 
refugee API communities, activists, and allies statewide in order to improve opportunities and prosperity 
for all Oregonians. We increasingly work at the intersections of oppression and are committed to shifting 
the balance of power and striving for systemic change in solidarity with communities experiencing 
oppression. 
 
About the Position: 
APANO is looking for an Interim Executive Director who can help usher the organization through its next 
phase of evolution and until a long-term ED is recruited. We expect to start the search for a long-term ED 
in September and to have a new ED on board in January. We envision the interim position will focus on 
the following three major areas: staff and program management, financial management, implementation 
of the boards’ transition action plan. The Interim Executive Director reports to the Board of Directors and 
has day-to-day responsibility for managing the organization, guiding administrative and fiscal activities, 
supervising staff, and setting the overall tone for the organization. This individual will join a growing, 
seasoned team of member-leaders and staff working to win concrete change in the lives of Asian and 
Pacific Islanders in Oregon and the larger world. Our ideal candidate has cultural competency working 
with API communities, a demonstrated commitment to racial and social justice values, and a work style 
that is collaborative and facilitates open conversations.  
 
 
Position Responsibilities: 
 
Staff and Program Management 
The Interim Executive Director is authorized to transact all personnel actions as directed by the Board of 

Directors, and to report such actions to the Board. It is the Interim Executive Director's 
responsibility to plan and develop programs as funded by the funding agencies and approved by 
the Board of Directors.  The main functions include: 



 

1. Establish and maintain a welcoming and supportive environment that promotes mutual 
respect, enhances staff and volunteer productivity, and supports collaboration, teamwork, and 
accountability.  

2. Recruiting, hiring, staffing, and supervising managers and staff. 
3. Provide staff supervision, support, and guidance, individually or in groups, in a 

strength-based manner that respects the dignity of each person. Guidance and counseling of 
staff as needed. 

4. Consistent and regular evaluation of work performance to ensure satisfactory and above 
performance is recognized, and that any needed counseling and/or guidance is provided in an 
appropriate and timely manner.  

5. Promotion, demotion, disciplinary action, and exit interviews as directed by the Board of 
Directors in compliance with applicable policies, regulations, and laws. All personnel actions 
shall be reported to the Board.  

6. Recommendations regarding job descriptions and personnel actions submitted as needed for 
Board consideration.  

7. Compliance with all local, state, and federal employment and equal opportunity laws and 
regulations. 

8. Ensuring that staff represent and have a deep understanding of the diverse cultural, ethnic, 
linguistic communities that we serve and partner with. 

9. Ensure timely communication to staff and volunteers 
10. Maintain timely communications with the Board of Directors. 
11. Ensure programs are aligned with strategic plan and its goals and objectives. 
12. Monitor grants and contracts to ensure deliverables and outcomes are achieved.  
13. Represent APANO at different functions with partners, community, funder, city and state 

government, as directed by the Board of Directors. 
14. Respond to requests for technical assistance when appropriate.  

 
Fiscal Management 
The Interim Executive Director shall assist, advise, and act for the Board of Directors in the following: 

1. In collaboration with staff management team and Board Executive Team, develop an annual 
budget for review and seek approval by the Board. 

2. Ensure that expenditures are within the budgeted amounts. 
3. Authorize and approve purchase orders, vouchers, and payments within parameters set in the 

Board of Directors and stated within organizational policies and procedures. 
4. Sign checks on behalf of the agency with a second, authorized signature by a member of the 

Board of Directors required on all checks.  
5. Prepare budget revisions as needed through the year and submit for approval by the Board. 
6. Administer contracts and other agreements as approved by the Board. 
7. Respond to funder requests or questions as needed.  

 
Implementation of Boards Transition Action Plan 

1. Under the guidance of the Board of Directors, seek input from a variety of partners, 
community members, staff, and funders and develop a job description of the permanent 
Executive Director for APANO. 

2. Work closely with the managers and staff to finalize the job description of the permanent 
Executive Director and seek the approval of the Board of Directors.  



 

3. Under the guidance of the Board, establish and organize a hiring process of the permanent 
Executive Director.  

4. Develop a leadership transition plan for the permanent Executive Director to start and 
complete on-boarding.  

 
Qualifications: 
The APANO Interim Executive Director will have: 

1. Three or more years of demonstrated experience in supervising and managing non-profit 
organization similar to APANO’s size and capacity. 

2. Three years of experience in budget management and financial operations 
3. Demonstrated skills and ability to work with community, funders, partner organizations, staff, 

and city and state government.  
4. A positive and proactive attitude, with ability to adapt to dynamic work environment. 
5. Demonstrated communication skills, including strong writing and presentation skills with 

English language proficiency,  
6. Demonstrated commitment to the vision of APANO’s mission and strategic plan, including 

an understanding of the role of grassroots community organizing in social change and 
movement building. 

7. Demonstrated experience working with Asian and Pacific Islander activists, and a deep 
understanding of issues affecting Asian and Pacific Islander communities. 

8. Ability to travel as needed 
9. Education or degree if applicable 
10. Ability to pass background check if applicable 

 
Preferred, but not required: 

1. Asian and/or Pacific Islander language proficiency, both spoken and written. 
2. Experience with relevant software, tools, approaches, etc. 
3. Understanding of Oregon’s political and social issues 
4. Working experiences with other non-profit organizations 

 
How to Apply 
Applications due by May 17, 5pm though the position is open until filled. Applications should be 
emailed as a single attached document (PDF required) to jobs@apano.org with subject title  Interim 
Executive Director  
 
Complete applications include: 

1. Letter of Interest (2 pages max) clearly outlining the specific skills, knowledge, and experience 
you bring to the job and how those are a good fit with the responsibilities of the position. 

2. A complete resume (3 pages max) detailing relevant experience, work history, education, and 
accomplishments. 

3. At least 3 references, including your current or most recent supervisor, name, title, email, phone, 
city and state information, and your relationship to them. 

4. An optional  writing sample is appreciated. 
 
For more information, please email questions to jobs@apano.org.  
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APANO and APANO Communities United Fund are committed to advancing equity in all that we do. We 
do not discriminate on the basis of race, color, religion, sex, national origin, age, disability, marital or 
familial status, sexual orientation, gender identity, veteran status or any other basis prohibited by local, 
state, or federal law. We encourage people of all backgrounds to apply, including people of color, women, 
LGBTQ individuals, people with disabilities, veterans, and others who demonstrate the ability to help us 
achieve our vision. Successful candidates will commit to an equitable and inclusive workplace, including 
but not limited to: racial equity, accessibility for individuals with disabilities, use of gender inclusive 
language, and cultural sensitivity. As an Equal Opportunity Employer, APANO and APANO 
Communities United Fund do not discriminate in employment based on race, color, religion, sex or 
national origin. Qualified applicants are considered for all positions without regard to age, marital status, 
sexual orientation, or the presence of a non-job-related medical condition or handicap. 
 
 
 


