
Chief of Staff and Strategic Initiatives 
 
About The HOW Institute for Society 
 
The arrival of the 21st Century has brought with it not only rapid changes, but a dramatic 
reshaping of how the world works. This reshaping is happening faster than we have yet been 
able to reshape our institutions, our leadership and ourselves.  We need an organization 
dedicated to helping develop the necessary norms, practices, and behaviors that will help us 
adapt to this new era, where we all rise or fall together. 
  
The HOW Institute for Society is that organization, with a mission to build and nurture a culture 
of moral leadership, principled decision-making and values-based behavior that enables 
individuals and institutions to meet the profound social, economic, and technological changes of 
the 21st Century to elevate humanity.  
 
Position Overview 
 
The HOW Institute for Society is seeking a Chief of Staff and Strategic Initiatives to join our 
growing team. To succeed in its mission, The HOW Institute aims to achieve impact at scale 
through the building and expansion of their programming that reflects and reinforces their 
mission driven values. 
 
The ideal candidate, having achieved success developing and executing organizational strategy 
and special initiatives that reflect the organization’s mission will find deep resonance with the 
HOW philosophy and mission. The chosen candidate will help develop and launch programming 
that results from conceptual frameworks.   
 
We are looking for an entrepreneurial, energetic, motivated, and collaborative leader who thinks 
strategically but is also comfortable driving execution and passionate about delivering results. 
This position reports to the Managing Director, works closely with the Chairman’s Office, and 
regularly interfacing with all stakeholders. 
 
Key Responsibilities 
 

• Oversee strategic business initiatives from development through successful execution in 
partnership with senior leadership and departmental heads. 

• Lead, assist with and communicate in decision-making, program management, and 
initiative implementation. 

• Review, design, and execute on improvements to organizational structure, find 
knowledge and skills gaps and help address them. 

• Improve current processes and coordinate organizational procedures for optimized 
efficiency and productivity. 

• Serve as leader and liaison between various stakeholders regarding company climate, 
employee well-being, project updates, proposals, and planning. 

• Assist the human resources department with new hires, including documentation and 
onboarding, and collaborate to address and resolve all employee concerns. 

• Oversee daily operations through collaboration with senior leaders and department 
heads, performing an array of leadership and administrative tasks. 

• Build and develop relationships with all stakeholders (Chairman, staff, Board, external 
parties) for increased efficiency and effective responsiveness into existing operations, 



and help to define new operational strategies, working with senior leaders on special 
projects. 

• Serve as a subject matter expert, handling inquiries and developing action plans to 
address them, and assisting with the preparation and dissemination of communications 
on behalf of the organization overall and the Chairman’s office. 

 
 
Candidates who are strong fits for this role will have: 
 

• 10+ years of experience demonstrating both strategic and operational success 
• Ability to think strategically while also managing tactics and logistics. 
• An entrepreneurial spirit and a proven track record building a smaller business or non-

profit entity. 
• Comfort with building relationships across all the different stakeholders needed to drive 

that growth. 
• Experience developing and managing relationships at senior level, ideally. 
• Experience leading organizational development in a mission-driven environment.  
• A proven agility to work seamlessly across cross-functional teams. 
• A strong work ethic, and an ability to thrive in a dynamic, fast-paced environment. 
• A nimble and flexible work style, with an ability to pivot quickly from one project to 

another. 
• Excellent written and verbal communications skills 
• A strong commitment to The HOW Institute for Society’s mission 
• A Bachelor’s degree with ideally a Master’s in a related field 
• Tech savvy, comfortable with CRM and Office applications as well as online and social 

networks 
 
To apply, please send a detailed cover letter addressing your interest in The HOW Institute and 
this role along with a current resume to hr@thehowinstitute.org. Applications without a cover 
letter will not be considered.   
 


