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CASA of Travis County 
Job Description 

 
Job Title:  Director of Administration   
 
Date:   September 2022   
 
Reports To:  Chief Executive Officer   
 
About CASA 
Mission: CASA of Travis County exists to promote and protect the best interest of children who have been 
abused or neglected, by training volunteers to advocate for them in courts, in schools and in our 
community to help them find safe, permanent, and loving homes. 
Vision: For every child who needs us, CASA of Travis County envisions a trained volunteer advocate, a safe 
home, and a promising future.  
 
We operate with…  
Integrity: we are committed to the best interest of the people we serve and of the organization we 
represent. We approach people and challenges with honesty, trustworthiness, and openness. Excellence: 
We strive for continuous improvement, to be the best we can be, individually and collectively. We are 
accountable. Action: We get things done. We are determined, creative, strategic and goal oriented. We 
persevere. Empowerment: We build resilience in each other to succeed in this rigorous work. We are 
empowered when we demonstrate the courage of our convictions. We empower others when we listen 
and respect their thoughts, opinions, and feelings. Inclusion: We are stronger as a group when diversity 
and uniqueness are valued. We strive for equity. Generosity: We assume the best about each other’s 
intentions. We speak of others with kindness and treat one another with care and compassion. Hope: We 
remember that good can arise from difficulty and we look for optimism. We believe in the power of one 
person to change another’s life for the better.  
              
 
General Summary 
The Director of Administration provides leadership and support toward achievement of CASA’s 
mission through both strategic planning for, and detailed tactical execution of, the essential 
functions of finance, human resources, IT, and other operations. The Director of Administration 
ensures that these critical support activities are performed with excellence, integrity, efficiency, 
and always in service to the programmatic work of CASA as well as to CASA’s Board, staff, 
stakeholders, and clients. Serves as a strategic thought partner to the CEO on administrative matters, 
while ensuring the day-to-day tactical execution of administrative functions happens effectively and 
efficiently. Makes recommendations for CASA’s improvement in administrative areas.  
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The Director of Administration reports directly to the CEO and works closely and cooperatively with the 
Chief Program Officer, Chief Development Officer, and members of CASA’s leadership and grants teams. 
The Director of Administration supervises and supports the HR Systems Manager, the Operations 
Specialist, ensuring they have the tools and information necessary to perform their roles with greatest 
benefit to CASA and that they have opportunities for professional development and growth. The Director 
of HR and Administration also oversees the work of the contract controller.  
 
Essential Responsibilities and Duties 
1.  Leadership and Human Resources Management (40-50%) 

• Build relationships of mutual trust and respect with the Program Management Team and all 
managers and directors to ensure that the administrative team supports the other functions of 
the organization. Regularly seek to understand how the administrative team can better support 
the other functions of the organization in service to CASA’s mission.  

• Serve as a positive model of CASA’s operating principles to all staff, actively participating in a 
culture of generosity and excellence. Model a commitment to race equity, child safety and 
volunteer engagement. 

• Provide consistent, strategic, and supportive leadership to the administrative team, currently 
consisting of the Human Resource Systems Manager and Operations Specialist, that: allows 
appropriate autonomy while ensuring necessary oversight and redundancy to protect CASA; 
ensures accountability to CASA’s mission, values, operating principles, and policies; offers 
opportunities for continuing education, professional development, and career growth.  

• Collaborate with the Director of Diversity, Equity & Inclusion to review all of CASA’s human 
resources processes toward continuous improvement in our equity efforts.  

• Develop, execute, measure, and revise as appropriate an annual HR plan that effectively enables 
continuous improvement in all HR practices: recruitment, hiring, onboarding, engagement, 
professional and leadership development, offboarding. Ensure a collaborative planning process 
and feedback loop to include input and priorities from critical internal stakeholders, including but 
not limited to, the Program Management Team, Director of Diversity, Equity & Inclusion, Director 
of Communications, and CEO.  

• Ensure that CASA’s personnel policies are understood and adhered to by staff. Lead a thorough 
annual review of personnel policies and recommend changes as appropriate and necessary, based 
on CASA’s needs and on new developments in human resources laws, regulations, and best 
practices. Ensure that CASA’s policies meet requirements of Texas and National CASA, as well as 
CASA’s Praesidium accreditation, and applicable laws.  

• Oversee resolution in CASA’s best interest of all issues related to unemployment claims made 
against CASA and keep the CEO fully apprised.  

• Supervise the Human Resource Systems Manager in performance of HR functions: recruiting, 
hiring, onboarding, payroll, benefits enrollment, and performance evaluation. Across all these 
functions, ensure optimal customer service to managers and CASA staff, appropriate risk 
management for the organization, and that all essential duties can be performed in the absence 
of the Human Resource Systems Manager.  

 
2. Financial & Risk Management (30-40%) 

• Provide leadership to assure that all accounting is accurate, timely, and complies with nonprofit 
GAAP, funding contracts, relevant governmental requirements, and meets funder expectations.  

• Collaborate with the Director of Grants & Contracts to ensure that payroll allocations and billings 
to governmental funders comply with contract requirements and meet CASA’s operational needs. 
Help back up the Director of Grants & Contracts, as necessary, with compliance needs on 
governmental grantors.  
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• Provide leadership to assure appropriate preparation for, support of, and follow-through from 
the annual independent audit.  

• Together with the CEO, lead the annual budgeting process and forecasting as needed.  
• Oversee the work of the contract controller. Ensure that financial reporting to support the needs 

of CASA’s Board of Directors, CEO, internal budget owners, and funders is clear, accurate, and 
timely.  

• Oversee the accounts payable (AP) process, ensuring that CASA’s budget and financial policies are 
followed and that all critical AP processes can be carried out effectively in the absence of the 
Operations Specialist. 

• Ensure appropriate segregation of financial duties to meet all accounting requirements and best 
practices. Ensure compliance with CASA’s financial policies and recommend changes to financial 
policies as appropriate and necessary. 

• Ensure that the annual review of CASA’s liability insurance coverages is timely, and that the 
coverage is appropriate for CASA.  

• Ensure CASA’s compliance with all legal requirements related to our use of confidential criminal 
background checks on volunteers, staff, and Board.  

 
3. IT and Other Operations Management (10-20%) 

• Serve as CASA’s Privacy and Security Officer, including ensuring CASA’s IT operations are in 
keeping with best practices for data privacy and security. 

• Together with outside vendor develop and manage to information resources roadmap. 
• Together with outside vendor, project manage strategic IT initiatives. 
• Supervise the Operations Specialist in carrying out IT functions for CASA’s best interest and serve 

as a second point of contact with external IT vendor’s helpdesk.  
• Supervise the Operations Specialist in maintaining a strong relationship with CASA’s landlord and 

serve as a second point of contact with the landlord.  
• Supervise the Operations Manager in other vendor relationships and serve as a second point of 

contact for CASA.  
• Evaluate possibilities for greater efficiencies in CASA’s operations and make appropriate 

recommendations to the CEO. 
 

4. Other duties as assigned. 
 
Knowledge, Skills and Experience 
Required: 

1. At least seven years progressively more responsible experience in administrative or 
operational management, particularly in growing organizations. At least five years’ 
experience in directly supervising, coaching, and motivating employees across multiple 
functions. 

2. Demonstrated ability to build collaborative relationships with colleagues at all levels and 
across all functional areas in an organization, emphasizing both customer service and 
protection of the organization’s best interest.  

3. Demonstrated initiative to identify and solve problems creatively and effectively, prioritizing 
the needs of the organization.  

4. Demonstrated ability to meet performance standards in a high-demand role with a variety of 
areas of responsibility. 

5. Demonstrated expertise in human resources and personnel management.  
6. Demonstrated business acumen and financial management experience, including 

understanding of financial reports and forecasts.  
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7. Exacting standards for accuracy and detail, with demonstrated ability to make and act on 
meaningful connections between tactical details and strategic goals.  

8. Demonstrated critical thinking ability and strong analytical skills.  
9. Demonstrated excellence in communication, both written and oral. 
10. Demonstrated experience in improving operational efficiency.   
11. Demonstrated passion for CASA’s mission.  
12. Demonstrated commitment to the values of diversity, equity, and inclusion.  
13. Demonstrated integrity, honesty, ethical conduct, and ability to maintain the highest level of 

confidentiality.  
14. Demonstrated ability to be flexible and adaptable in a changing environment. 
15. Demonstrated proficiency in Microsoft Office tools.  
16. Bachelor’s degree in business, finance, organizational development, or related field.  An 

Associate’s degree or Bachelor’s in another field, combined with professional experience, may 
substitute for the Bachelor’s degree.  

 
Preferred: 

1. Experience with nonprofit finance strongly preferred.  
2. Demonstrated experience in vendor and risk management.  
3. Experience with MIP.  
4. Knowledge of CASA or the child welfare system.  

 
Physical Requirements and Work Environment 
The Director of Administration will spend most of the time in the office* and that could involve 
intermittent physical activities including bending, reaching, sitting and walking during working hours and 
must be able to lift at least 20 pounds.  Additionally, it is anticipated that the person will spend several 
hours of each day seated at a computer.  Reasonable accommodations may be made to enable a person 
with physical disabilities to perform the job. 
 
 
**At this time, this position can be hybrid, with at least 50% of the time in the office. There may be a 
time when CASA states that greater office time is expected or needed. Certain occasions (audit week, for 
example) will likely be entirely in person in the office.  
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