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Chief of Staff to CareerWise CEO 

Position Description 

 

Overview  

 

CareerWise Colorado is a nationally-recognized startup nonprofit organization that is shaping 

Colorado's workforce through innovative, business-led youth apprenticeships. Through our 

work, we help businesses fill high-demand positions through apprenticeships that create real 

value and positive return for businesses. This innovative approach has captured the attention of 

business, government and education leaders across the state and country. 

 

As a start-up, CareerWise Colorado is constantly evolving based on feedback from its complex 

network of partners, all of whom are aligned to support the student apprentices and host 

companies which are the organization’s customers.  It is the responsibility of the CEO to 

synthesize the constant input from the market place into a vision of action that can be 

implemented by the CareerWise team.   

 

The Chief of Staff (COS) role at CareerWise is designed to enable the CEO to increase his 

productivity by providing support in the implementation of ideas and strategies generated during 

the day to day activities of the CEO.  He/she will participate with the CEO in meetings, planning 

sessions and interactions with key partners, while supporting the CareerWise staff in 

implementation of key strategies.  The COS will also be responsible for overseeing projects or 

implementing key strategies as determined by the CEO.  From time to time, the COS will be 

deployed to support other members of the management team. 

 

Because the COS works closely with the CEO, it is essential that he/she exhibits the highest 

level of integrity and confidentiality in all aspects of the role.  The COS does not have direct line 

authority over any other members of the CareerWise team but is expected to develop 

cooperative relationships with his or her coworkers in order to get things done. 

 

Responsibilities: 

 

• Brief the CEO prior to key meetings with partners or key influencers.  Briefings will 
include bios of participants (not known to the CEO), meeting objectives and meeting 
agendas to assure the most efficient use of time. Briefings will typically require input 
from relevant team members across the organization.  

• Accompany the CEO at meetings on an as-needed basis. When the COS accompanies 
the CEO, he/she will take notes, identify action items to be completed post meeting, and 
ensure the communication of those action items to relevant internal and external 
stakeholders. 

• Develop and/or ensure the CEO has presentation materials and talking points in 
advance of presentations and speaking engagements. 

• Work closely with CareerWise Administrative Assistant to maintain very solid view of 
CEO’s schedule, coordinating with team members to ensure preparation occurring on a 
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timely basis; on an as-needed basis, support Administrative Assistant in scheduling, 
maintaining CEO calendar, and supporting logistics (e.g., travel plans).  

• Work with CWC team members to carry out action items developed by the CEO. 

• When the CEO is not available, work with CWC team members that need support from 
the CEO to identify and triage issues that require immediate attention, ensuring the CEO 
is responsive and that information brought to his attention is done so in an organized 
and succinct manner.  

• From time to time, carry out special projects (e.g., research, analysis, strategic initiative 
design, etc.) for the CEO and/or other management team members. 

• Develop trusting relationships with key influencers and advisors that the CEO works with 
in Colorado and nationally. 

• As the lead visionary for CareerWise, the CEO will at times request that the COS vet 
ideas through research prior to presenting such ideas to the organization or to partners. 

• It is expected that the COS will develop into a trusted thought partner in all aspects of 
the organization. Effective COS are not yes-people and must be comfortable telling the 
CEO when they disagree. 

• The COS will work to create cohesion among his/her peers to ensure cooperation 
towards common goals agreed upon by the management team. It is expected that the 
COS will be genuine and thoughtful, hearing people’s concerns, find common ground to 
build a foundation of trust and inspire engagement in the CareerWise’s vision. 

• The COS will from time to time serve as a proxy for the CEO or other leadership team 
members in delivering presentations or standing in on meetings that the CEO cannot 
attend. 

• Because the COS works so closely with the CEO, team members will have a tendency 
to believe that the COS carries the same authority as the CEO.   It is essential the 
he/she is humble and never represents his/her ideas as that of the CEO and exhibits the 
highest level of integrity at all times. 

 

 

Key competencies needed for success: 

 

• High level of integrity 

• Ability to work cooperatively with others and develop trusting relationships 

• Ability to complete detailed research and translate that information into thoughtful 
recommendations and action items 

• Highly organized and able to work on multiple projects simultaneously 

• Ability to get work done without always having complete information 

• Skilled public speaker 

• Strong written and verbal skills 

• Adept at PowerPoint, Excel and Word 

• Able to prioritize and execute against multiple priorities 

• Independent thinker 

• Deep knowledge of the youth apprenticeship system that CareerWise is building 

• Ability to manage or oversee projects that are a priority of the CEO 

• Quick learner 
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Sound interesting? 
 
Send resume, cover letter, salary requirements, and LinkedIn profile to 
careers@careerwisecolorado.org 
 
 
CareerWise Colorado is an Equal Opportunity Employer 
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