
 
 

JOB ANNOUNCEMENT:  
FIRST 5 NEVADA COUNTY EXECUTIVE DIRECTOR 

July 18, 2019 

Contact: 
Sandi McPhetridge, Administrative Assistant 
380 Crown Point Circle 
Grass Valley, CA 95945 
530-274-5361 
sandi@first5nevco.org 
 
 
First 5 Nevada County: In 1998, Proposition 10 was approved by California voters, 
allowing a portion of taxes on tobacco products to be allotted toward developing the 
“California Children and Families First Initiative.”  First 5 Nevada County is a public 
agency that focuses on improving early childhood development. The Commission 
administers grants to expand the amount and types of services that improve early 
childhood development; to coordinate systems; and to enable collaboration among 
agencies serving young children and their families. The Commission also provides 
limited direct services and engages in advocacy work and collaborations to develop 
capacity otherwise unavailable in the community.   

Definition: Under administrative direction from the First 5 Nevada County Commission, 
the Executive Director is responsible for providing a full range of management-level 
support for the Commission as the chief operating officer of the agency. This includes, 
but is not limited to, providing contract development, implementation and administration; 
program review and basic evaluation; program and Commission budget development 
and monitoring; leading development of the strategic plan; and conducting policy, 
systems and/or environmental change work. 

Duties and Desirable Qualifications:  The Executive Director will need to operate the 
Commission in accordance with the California Children and Families Act and other 
relevant laws and ordinances. Knowledge of early childhood development theories and 
practices is desirable, along with an ability to manage governmental budgeting, 
accounting finance, and reporting. The Executive Director will be able to work effectively 
and collaboratively with a broad range of agencies, communities and individuals or 
groups.  He/she/they will have a job history demonstrating strong initiative, effective 
communication skills including experience with public presentations, integrity, sound 
judgment, and a high degree of maturity.  

Duties will include, but are not limited to: 

 Working directly with the Commission members to establish long- and short-term 
goals, processes, and procedures; 
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 Planning, organizing, directing, and supervising the work of the support staff 
member; 

 Planning and setting Commission meeting agendas in conjunction with the 
Commission;  

 Working effectively with county agencies, private and community based 
organizations, schools, and others to fulfill the Commission’s mission; 

 Arranging and conducting public meetings; 

 Analyzing and providing information to the Commission on critical topics and 
providing guidance; 

 Providing analysis on complex issues, selecting options, projecting 
consequences of proposed actions, and implementing recommendations in 
support of objectives; 

 Evaluating administrative issues and developing solutions; 

 Preparing written materials, such as Commission briefs, reports, and grant 
applications; 

 Developing and implementing community outreach services by making 
presentations to the Commission, elected officials, and community groups; 

 Developing and administering contracts; 

 Developing and administering budgets, fiscal reports, and long-range financial 
projections and plans; and 

 Other duties as assigned or necessary. 
 
Minimum Qualifications:  
Masters Degree in Social Work, Psychology, Early Childhood Development, Health 
Sciences, Public Administration, Business, or a closely-related field and one year of 
demonstrated experience in public agency management or coordination, preferably 
involving the provision of services to children and families; 

OR 

Bachelors Degree in Social Sciences, Public Administration, Business, or a closely-
related field and three years of demonstrated experience in public agency management 
or coordination, preferably involving the provision of services to children and families. 

Other Requirements: 

 Valid California driver’s license 

 Must submit to and pass a criminal background check 
Due to office location in a child care center, the following are also required: 

 Valid TB test 

 Proof of MMR and TDAP immunizations and annual flu vaccination  
 
Physical Demands:  Mobility to work in a standard office environment, use standard 
office equipment and attend off-site meetings; manual dexterity to use standard office 
equipment and supplies and to manipulate single sheets of paper and large document 
holders (binders, manuals, etc.); vision to read handwritten and printed materials and a 
computer screen; hearing and speech to communicate in person and by telephone.  
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Willingness and ability to work in various cultural, physical, behavioral and 
environmental settings. 

Compensation and Benefits: 

 $76,565 to $92,997 annually, depending on experience  

 12 vacation days accrued annually, years 0-4;  
18 vacation days accrued annually, years 5-9;  
24 vacation days accrued annually, after year 10 

 14 holidays per year  

 Lump sum contribution to be used toward medical, dental and/or vision insurance 

 Paid participation in the Public Employees Retirement System 

 Up to $500 per year for professional growth education 
 
Application and Selection:  Candidates must submit a resume and cover letter, 
including at least three professional references. All applications will be reviewed by an 
ad hoc subcommittee of the Commission. The best qualified candidates will be selected 
for an interview by the First 5 Nevada County Commission. All candidates will be 
notified by email of the final decision. Application materials shall be submitted to Sandi 
McPhetridge, First 5 Nevada County, 380 Crown Point Circle, Grass Valley, CA 95945 
OR electronically at sandi@first5nevco.org. The deadline for receipt of applications is 
no later than 4:00 p.m. on August 9, 2019.   

First 5 Nevada County is an Equal Opportunity Employer.  Arrangements may be 
made to accommodate applicants with disabilities by calling (530) 274-5361. 

Comment [JB1]: Is this all still accurate? 


