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Title:  Chief Administra0on Officer 
Star*ng Salary Range: $110,000-$150,000 DOE 
Loca*on: Durango, Colorado (other exis0ng office loca0ons nego0able) and Par0ally Remote Eligible 
Status: Full-Time, Exempt 
Benefit Eligible: Health, Vision, Dental, Long-Term Disability, Re0rement, Paid Time Off per Personnel 
Policies 
Reports to:  Chief Execu0ve Officer 
Important Requirement: Full vaccina0on against COVID-19 by the first day of employment and ability to 
provide proof of vaccina0on before star0ng.  

Organiza*onal Summary:   
Conserva0on Legacy is a na0onwide non-profit.  The Corps programs within the organiza0on engage 
par0cipants in diverse conserva0on and community projects that serve public and private lands.   These 
projects provide opportuni0es for personal and professional development and strive toward a high 
priority of needs for public land managers and community partners. Through the mission of engaging 
future leaders who protect, restore and enhance our na0on’s lands through community-based service; 
Conserva0on Legacy works toward a world with healthy lands, air and water; thriving people and 
resilient communi0es. 

Posi*on Summary:  
 The Chief Administra0ve Officer is a leadership posi0on charged with advancing the organiza0on’s 
strategic plan, mission, vision and values. The CAO oversees the day-do-day administra0on and 
internal business opera0ons including the human resources, legal compliance, non-finance business 
func0ons, business risk and IT departments. Oversight consists of keeping the organiza0on 
compliant with applicable labor law in mul0ple jurisdic0ons, remaining informed on legal trends 
impac0ng the organiza0on, and 0mely implemen0ng changes as necessary and appropriate. The 
CAO recommends and implements legally compliant policies and processes to ensure day-to-day 
opera0onal excellence. As a member of the Leadership Team, the CAO plays a cri0cal role in 
contribu0ng to and promo0ng the organiza0on’s culture, vision, goals, objec0ves and results.   

Outcomes & Func*ons of Posi*on: 

Leadership 
• Oversee the internal opera0ons of the organiza0on; par0cularly the human resources, legal 

compliance, risk management and IT departments.  
• Par0cipate as a member of and facilitate the organiza0onal Leadership Team assis0ng 

recommending the vision and direc0on of the organiza0on. 
• Promote an organiza0onal culture that emphasizes quality, collabora0on, and sharing of best 

business prac0ces. 
• Provide direct mentorship, support, and supervision to applicable department leads. 
• Obtain periodic wri[en reports from departmental leads as necessary for oversight. 
• Facilitate and lead collabora0ve efforts of senior teams including the Leadership Team.  

Administra*on 
• Engage regularly with CEO. 



• Provide accurate and 0mely reports outlining the business condi0on and status of the 
organiza0on as necessary or requested by CEO. 

• Supervise, oversee and support human resources, business risk management and IT staff 
department leads. 

• Par0cipate in se]ng challenging and realis0c goals for growth, performance and dedica0on. 
• Evaluate performance by analyzing and interpre0ng data and metrics. 
• Mo0vate employees to demonstrate excellence and passion for the organiza0on, including 

career path advancement. 
• Ensure legally compliant policies, processes and systems which promote the organiza0on’s 

strategic plan, mission, vision and values.  
• Lead procedures and polices used across the organiza0on in compliance with the EEOC, 

Departments of Labor and applicable governing en00es.  
• Collaborate with execu0ve team members in crea0ng and growing a world class organiza0on. 
• Obtain periodic wri[en reports from departmental leads as necessary for oversight. 
• Develop and maintain a legally compliant and best prac0ce policy development including 

personnel policies, business policies, Board policies and protocols for integra0ng and 
implemen0ng 0mely updates and changes.  

• Lead all EEOC and poten0al legal complaints and inves0ga0ons and delegate to legal counsel if 
necessary or desired. 

• Lead the organiza0on with legal review and rela0onships to mi0gate poten0al legal issues in a 
preven0ve effort.  

• Support Board of Directors as requested in projects pursuant to majority vote.  
• Foster a growth oriented, posi0ve and encouraging environment while keeping employees and 

management accountable to company policies, procedures and guidelines. 
• Reviews all leases and contracts.   
• Lead the acquisi0on and management of insurance policies including workers compensa0on,  

director and officer liability and others. 
• Ensure the organiza0on is in good with all state and federal filing requirements including 

secretary of state, 501(c)(3), SAM registra0on etc.  

Organiza*onal Advocacy 

• Successfully engages, leads and supports an inclusive work environment for those of 
underrepresented popula0ons within the organiza0on and the communi0es we serve.  

• Leads and/or par0cipates in organiza0onal-wide teams, projects and ini0a0ves that support the 
work of the Strategic Plans goals.  

• Reports any poten0al complaints within the organiza0on as iden0fied in the Personnel Policy 
Manual. 

• Assists or leads other responsibili0es, as assigned. 

Other “Hats” You May Wear: Customer Service, Rela0onship Development, Marke0ng, Administra0ve, 
Supervision or Mentorship to Others, Facilitator, Trainer, Facili0es, Human Resources, Supervisor, Legal 
Advisor 
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Physical Requirements:  

Conserva/on Legacy is commi4ed to the full inclusion of all qualified individuals and will ensure that persons with disabili/es are 
provided reasonable accommoda/ons to perform essen/al job func/ons. Some posi/ons may require periodic overnight travel, 
non-tradi/onal work hours, ability to move across varied terrain, use program-specific tools and a range of technology on an 
infrequent or frequent basis. Exer/ng up to 25 pounds of force occasionally to liH, carry, push, pull, or otherwise move objects. 
Ability to safely drive an organiza/onal vehicle may also be required for some posi/ons. If you need assistance and/or a 
reasonable accommoda/on due to a disability during applica/on or recrui/ng process, please send a request to the hiring 
manager. 

Qualifica*ons:  

• Ability to successfully work in a fluid, changing work environment.  
• Ability to operate Microsoe Office programs and applica0ons, or similar plaforms.   
• Ability to keep others and oneself, in remote loca0ons, accountable to expecta0ons.  
• Valid Driver’s License and Insurable Driving Record per Personnel Policies.  
• Must be able to pass the organiza0on’s criminal history check requirements.  
• Full vaccina0on against COVID-19 by the first day of employment and ability to provide proof of 

vaccina0on before star0ng.   
• Exhibits the ability to effec0vely collaborate with diverse teams or with a variety of popula0ons, 

including those underrepresented at our organiza0on and those of BIPOC communi0es.   
• Bachelor’s Degree, JD or MA and 10+ years business management and leadership experience OR 

minimum 20 years experience. 
• Demonstrable competency with non-profit organiza0ons, human resources and legal 

compliance. 
• Proven experience in management background and strategic planning 
• Strong leadership and problem-solving skills 
• Willingness to travel. 
• Flexibility, adaptability, and capacity to work in a fluid, changing work environment. 
• The ability to interact credibly and diploma0cally with the Board and all levels in the 

organiza0on. 
• An open, inclusive, team-oriented work style and ability to collaborate with Senior Leadership 

team at all loca0ons. 
Preferred Qualifica0ons 

• MBA or JD, preferred 
• SHRM cer0fica0on preferred  

Other Competencies Desired for this Posi*on’s Success: Manage Complexity, Resourceful, Effec0vely 
Communicate, Cul0vate Innova0on, Drive and/or Influence Results, Plans & Aligns. 
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Conserva/on Legacy is an equal opportunity employer.  We are commi4ed to hiring a breadth of diverse professionals and 
encourage members of diverse groups to apply. All qualified applicants will receive considera/on for employment without regard 
to race, color, religion, sex, age, na/onal origin, poli/cal affilia/on, protected veteran status, disability status, sexual orienta/on, 
gender iden/ty or expression, marital status, gene/c informa/on, or any other characteris/c protected by law. We also consider 
qualified applicants regardless of criminal histories, consistent with legal requirements. 
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To Apply:  
1. Send Cover le[er and resume to Jennifer Erickson at jerickson@conserva0onlegacy.org   
2. Cover Le[er Must Include:  

Subject line includes “Applicant_(Your Name)”.  

Cover Le[er must include a response to the following:  Provide some examples of your 
experience effec/vely working with diverse communi/es, including those specific to Black, 
Indigenous, People of Color, and other underrepresented popula/ons, in personal or 
professional context.   
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