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	REFLECTING ON THE PAST

	

	1.  How did we make our most recent decision to grow our staff?



	2.  Why was it the right moment (or not), and what were our key considerations?



	3.  What are the strengths and limits of our current approach to staffing (including opportunity costs)?

Strengths:

Limits:
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	TAKING STOCK TODAY

	

	4.  How do we know whether our staffing model is working today?

Indicators:


	5.
  What new question(s) should we ask ourselves related to staffing?
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	FOCUSING ON THE FUTURE

	

	6.
Is it important to staff up now to support future asset growth or to staff more conservatively to reflect current assets?
	STAFF FIRST
	ASSET FIRST

	
	1
	2
	3
	4
	5

	7. 
How comfortable are we with investing in our growth and the risk this involves?
	VERY COMFORTABLE
	VERY UNCOMFORTABLE

	
	1
	2
	3
	4
	5

	8. 
What alternative staff sizes and/or configurations should we consider?
Ideas:


	9.
 If not now, when should we move to our next level or model in staffing?

Right timing:

Why?
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New Hire Checklist

The following questions can help you evaluate the merits of a specific candidate 
for a staff position within your emerging community foundation.

	

	1. 
Does the candidate exhibit the flexibility we will need, and the ability to adapt and play new and different roles as this organization grows and changes?

○ Yes

○ No

Potential interview questions: Have you changed roles and responsibilities in the course of any jobs you have held? Are there ways you have added to your organization’s success that went beyond your job description?



	2. 
Does the candidate bring additional or unique skills and talents that could expand the current position or advance the community foundation in some way?

○ Yes

○ No

This item can be informed by a review of the candidate’s resume and through an interview query such as: If you were in this job,

what other hats might you be able to wear in our dynamic and growing organization? Are there other skills, experiences or interests

you would bring to us?



	3.
Have we fully explored this candidate’s ability to manage the workload and stress levels typical in an emerging organization?

○ Yes

○ No

Potential interview questions: How comfortable and confident are you when dealing with multiple priority needs with competing

deadlines? What work situations are stressful for you?



	4. 
Does this candidate have experience and/or enthusiasm related to working in a fast-paced, highly collaborative environment?

○ Yes

○ No

Potential interview questions: Can you work quickly and effectively? Are there examples that illustrate your ability to do so?

How do you think about collaboration, and how much does it matter to you?



	5. 
What motivates this candidate? Does he or she demonstrate a passion for the work of the community foundation and a desire to improve our community?

○ Yes 

○ No

Potential interview questions: What are you personally looking for from your next job? How do you think about and describe this

community? How have you been involved in community?



	Comments related or in addition to responses to the questions above:
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Community foundations seeking new executive leadership have a lot to consider. This

checklist drawn from the first cohort of The James Irvine Foundation Community

Foundations Initiative remains relevant today. What Does It Take? Attributes of Effective

Community Foundations Chief Executives is the full report from which this checklist is

excerpted. Find it at www.irvine.org/communityfoundations.

	PERSONAL CHARACTERISTICS

	

	○
 Committed: an abiding belief in the public good and a passion for community

	○ 
Confident: a faith in self and abilities as well as a positive outlook

	○ 
Creative: possessing an attentive mind, finding solutions to problems and better ways to achieve results

	○ 
Empowering: a habit of sharing information and authority, enabling and encouraging, and directing the spotlight onto the community organizations, donors, staff and others

	○ 
Inclusive: a genuine desire to involve others, seek out different opinions and ensure that all affected parties are engaged in decision making; the ability to work with people of diverse perspectives and backgrounds (age, race/ethnicity, gender, occupation, etc.) and an open communication style



	○ 
Inspirational: the ability to affect others in a positive way, translating individual belief into enthusiastic action by many

	○ 
Integrity: a sincere and trustworthy nature with high standards for honesty and fairness and desire for accountability

	○ 
Intelligent: a keen intellect and powers of reason, perception and understanding

	○ 
Productive: self-motivated, energetic, organized and focused on outputs

	○ 
Quality mindset: able to recognize the importance of details and to set high standards for the work of the community foundation

	○ 
Unflappable: able to respond to surprises with calm analysis, to keep many balls in the air at once and to operate well under stress
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	PROFESSIONAL SKILLS

	

	○ 
Board sense: able to work well with a volunteer board of trustees, demonstrating understanding of the relationship between a chief executive and board, providing gentle leadership, and helping the board improve its ability to move the community foundation forward

	○ 
Communications: a good listener and clear, persuasive presenter in one-on-one or large group settings; excellent written and oral abilities; media savvy

	○ 
Management: able to direct staff, oversee operations, build and administer budgets, and assess and address infrastructure requirements especially related to technology

	○ 
Facilitation: capable of convening others, diffusing emotionally charged situations and helping divergent factions find common ground

	○ 
Financial acumen: able to understand and work with highly specialized community foundation planned giving, investment and accounting practices

	○ 
Relationship building: able to understand and connect with others, including staff, donors, nonprofit organization leaders, community leaders, community leaders, and members of the community at large, as well as attract talent, form coalitions and mobilize action

	○ 
Political savvy: sensitive to shifts in the community and its political landscape, demonstrating dexterity to maneuver through 
this landscape

	○ 
Strategic thinking: ability to assess situations and opportunities, and develop appropriate goals and strategies
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	DESIRABLE PRIOR EXPERIENCE

	

	○ 
Executive responsibility: senior management position and accountability, preferably in an organization with multiple, varied components

	○ 
Nonprofit sector know-how: leadership experience in a nonprofit entity as a staff executive or board officer

	○ 
Program development: hands-on experience creating and implementing community programs

	○ 
Fundraising: active involvement in financial development campaigns
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