
 

 

 

 
Position: Chief Operating Officer      
Pay Rate: $53,000 - $55,000 depending on experience 
 
Supervisor: Executive Director   Approved: September 12, 2021 
Full-Time Position (40 hours/week Mon-Fri) Start Date: Immediately 
Benefits: Health, dental and vision 
 
Job Purpose: 
 
Reporting to the executive director (ED), the Chief Operating Officer (COO) will have 
both internal and external facing responsibilities, ranging from client and project 
management (business development, framing of key approaches, high-quality client 
delivery, written products) to administration (information technology, reporting, 
facilities), and human capital (HR/recruiting, mentoring, career progression). The COO 
will partner closely with the ED to chart Show and Tell’s future growth and strategic 
response to an ever-increasing demand for the organization’s services. The COO is 
responsible for the management of Show and Tell’s financial management strategy and 
contributes to the development of the organization’s strategic goals. In addition to the 
strategic components, the COO will be charged with developing and implementing more 
sophisticated policies and procedures both in the finance and general operational realms.  

Responsibilities: 

Strategy, Vision and Leadership 

• Advise the ED on financial planning budgeting, cash flow, investment priorities, 
and policy matters. 

• Serve as the management liaison to the board; effectively communicate and 
present critical financial matters at select board of directors and committee 
meetings. 

• Contribute to the development of Show and Tell’s strategic goals and objectives 
as well as the overall management of the organization. 

• Maintain continuous lines of communication, keeping the ED informed of all 
critical issues. 

• Represent the organization externally, as necessary, particularly in banking and 
lease negotiations. 

Project Development, Management, and Client Relations/Management 



• Structure and lead teams to deliver outstanding client work. 
• Build and maintain strong client relationships; exceptional relationship-builder. 
• Represent Show and Tell in industry-group conferences, professional 

associations, and other public venues. 
• Develop thought leadership around specific topics/emerging practice areas. 
• Share in knowledge dissemination, reporting, and communications. 
• Oversee, direct, and organize the work of the finance and operations teams. 
• Promote a culture of high performance and continuous improvement that values 

learning and a commitment to quality. 
• Ensure staff members receive timely and appropriate training and development. 
• Establish and monitor staff performance and development goals, assign 

accountabilities, set objectives, establish priorities, conduct annual performance 
appraisals, and administer salary adjustments. 

• Mentor and develop staff using a supportive and collaborative approach: assign 
accountabilities; set objectives; establish priorities; and monitor and evaluate 
results. 

• Partner with the ED in essential internal firm leadership activities (human 
resources, administration, and organizational planning). 

• Manage increasing segments of information technology, human resources 
(recruiting, reviews, staff deployment/workload balancing, career progression) 
with related internal communications and budgeting/finance duties. 

• Identify best practices and improve internal systems with an eye toward future 
needs and budget realities. 

• Mentoring, coaching; visible, approachable sounding board/resource to paid staff, 
contractors and volunteers.  

Operations 

• Upgrade and implement an appropriate system of policies, internal controls, 
accounting standards, and procedures. 

• Plan, coordinate, and execute the annual budget process. 
• Ensure that Show and Tell is adhering to the strategic plan, delivering status 

reports to the board. 
• Provide analytical support to Show and Tell’s internal management team 

including development of internal management reporting capabilities. 
• Improve administrative and operational accounting services such as treasury 

management, grants payment processing, payroll, accounts payable, and 
purchasing. 

Qualifications 

• 10-plus distinguished years in a senior management position in a nonprofit 
organization, foundation, or government agencies 

• Highly intelligent with a business college degree or equivalent work experience 
• Advanced/MBA degree from a leading university preferably 
• Track record delivering superior results, commanding respect, and assuming 

leadership roles 
• Success in roles requiring execution of multiple tasks while responding to 

multiple priorities 



• Proven ability to work with efficiency, flexibility, and good humor 
• Demonstrated ability to build and maintain relationships with a wide array of 

people – junior and senior, for-profit and nonprofit, and from diverse backgrounds 
• Operates with excellence in mind in all matters, with the confidence to 

defend/debate ideas without ego interfering 
• Outstanding communication and interpersonal skills are essential 
• Passionate about Show and Tell’s mission and impact 
• Ability to exercise tact and diplomacy in organizational settings 
• Transparent, direct, with substance 
• Self-starter, self-disciplined 
• Spark, imagination, creativity 
• Remain focused in the face of pressure, delivers against timelines, not intimidated 

by tasks/time limitations 

Contact: Yvette Plummer Burkhalter 
You can send a resume and cover letter in either the following manner: 
 
Mail to:      Email to: 
THRIVE Center & Show and Tell        yvette@thrivectr.org 
3131 S. Vaughn Way, #214 
Aurora, CO 80014 
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