
 

Director of Executive Operations 
Full-Time, In-Person | Newton, MA 
 
Position Overview 
 
The Director of Executive Operations serves as a strategic partner to the Executive Director 
and Senior Leadership Team, ensuring that Wily’s executive, operational, and 
organizational priorities move forward with clarity, coordination, and accountability. This 
role goes beyond administrative support—it is about driving alignment, managing key 
initiatives, coordinating leadership workflows, and serving as a central hub across 
departments. 
 
The Director of Executive Operations anticipates needs, synthesizes information for 
decision-making, manages sensitive communications, and strengthens the Executive 
Team’s ability to operate effectively. This person holds a high standard of confidentiality, 
systems thinking, discretion, judgment, and follow-through. 
 
Reporting directly to the Executive Director and working closely with Senior Directors, this 
role ensures that Wily’s leadership remains informed, prepared, and positioned to lead the 
organization forward with precision. 
 

 
 
Core Responsibilities 
 
Executive Leadership Coordination 

●​ Serve as a strategic partner to the Executive Director and Senior Directors by 
anticipating needs, tracking key issues, and ensuring follow-up on priorities. 

●​ Manage and streamline executive and senior leadership workflows, 
communications, and schedules to support informed decision-making at the highest 
levels. 

●​ Oversee and coordinate executive-level engagement with colleges and universities, 
donors, hiring committees, Scholar-related planning, and partner institutions. 

●​ Draft, monitor, and manage internal and external communications on behalf of 
leadership. 
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●​ Prepare and coordinate executive materials for Board meetings, partnership 
conversations, and organizational communications. 

Strategic Operations & Accountability 
●​ Track and advance annual planning activities, review cycles, cross-department 

initiatives, and meeting follow-up. 
●​ Support advancement and development functions by coordinating grant timelines, 

deliverables, and follow-through with senior leadership. 
●​ Monitor performance review processes, hiring workflows, institutional meetings, 

and other recurring leadership commitments. 
●​ Manage systems for PTO, remote work, staff scheduling, and internal recordkeeping 

to ensure organization-wide clarity and consistency.​
 

Information Flow & Internal Alignment 
●​ Coordinate leadership agendas, data needs, toolkits, dashboards, and reports that 

support organizational priorities. 
●​ Maintain shared documentation and ensure that departments have the necessary 

information, materials, and context to act. 
●​ Partner with Scholar-facing, operations, advancement, communications, and 

administrative teams to ensure seamless collaboration and communication.​
 

Board & Committee Support 
●​ Serve as the central liaison to Board and Committee Chairs, ensuring agendas, 

materials, and follow-up move efficiently. 
●​ Prepare leadership for Board meetings and retreats, managing logistics, metrics, 

scheduling, and communication with committee leaders.​
 

Cross-Organizational Engagement 
●​ Support strategic meetings, Scholar events, collaborations, and organizational 

functions as appropriate. 
●​ Participate in select engagements with Scholars, donors, and partners to ensure 

executive representation and follow-up. 
●​ Model and contribute to Wily’s organizational values, particularly around dignity, 

belonging, communication, and collaboration.​
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Values & Leadership Expectations 

●​ The person in this role must demonstrate: 
●​ Confidentiality and discretion at the highest level 
●​ Proactive planning and initiative in advancing priorities 
●​ Systems-minded thinking to increase efficiency and reduce friction across teams 
●​ Sound judgment and decision support for executive leadership 
●​ Strong written communication and strategic messaging 
●​ Commitment to DEIB in practice and perspective 
●​ Relationship stewardship with staff, Board, partners, and external constituents 

 
 
Compensation: From $80,000 per year 
  
How to Apply: Please email a resume and cover letter to careers@thewilynetwork.org with 
“Director of Executive Operations” in the subject line. 
 
Anyone considered for the position will be subject to a Criminal Offender Record 
Information (CORI) check, which is a record of all criminal court appearances for a 
particular individual, including arrests, convictions, dismissals, and serious violations. 
 
This job posting is intended to describe the general nature and level of work being performed for 
this role. It is not an exhaustive list of all responsibilities, duties, and skills required. The 
organization reserves the right to modify job duties or change assignments at any time. 
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