
 
 

Chief of Staff - Job Description 
 
Mission: 
The mission of StreetWise Partners is to leverage mentorship to increase employment 
opportunities in New York City, Washington, D.C. and Detroit. StreetWise Partners pairs 
volunteers with mentees who are unemployed or underemployed to provide them with the 
skills, resources, and networks they need to secure and maintain employment. 
 
Organizational Description: 
For over 20 years, StreetWise Partners has driven economic and career success for adults from 
overlooked and under-resourced communities. StreetWise Partners’ one-year mentoring 
program provides customized, individualized mentorship for internship and job seekers while 
helping them establish an expansive professional network made up of hundreds of advocates 
who open doors and support long term career success. StreetWise Partners launched its first 
program in New York City in 1997, expanded to Washington D.C. in 2006 and to Detroit in 2019. 
Since inception, StreetWise Partners has served 7,000 mentees through the support of 12,000 
mentors. 
 
Position Overview: 
StreetWise Partners seeks a Chief of Staff to join the senior leadership team and help bolster 
and grow the organization from a $2m to a $5m operation. The ideal candidate will enable the 
CEO to make the highest impact internally while externally elevating StreetWise Partners’ 
mission and brand.  Prioritizing strategy, growth, analysis, project management and 
communications, the Chief of Staff will serve as the CEO’s right hand and trusted adviser.  At 
the core is the ability to build strong internal and external relationships, guide strategic moves, 
influence outcomes, accelerate momentum and achieve organizational efficiencies needed to 
exceed goals.   
 
Specific responsibilities will include: 

- Strategy: Support the development of strategic priorities and measurements of success; 
lead strategic planning processes and ensure alignment with CEO and leadership team.  
Design KPI’s and dashboards to track and benchmark progress. 

- Modeling/Analysis: Create models to analyze and monitor trends in the regional and 
national non-profit workforce development sector (programs, competitors, funding and 
community partners) as well as the secondary education and mentoring sectors.  Keep 
pace with the corporate landscape and industry trends to inform partnership 
opportunities, entry level jobs/employment supply/demand, forward looking 
programming and strategic opportunities for organizational expansion and growth. 



- External Communications: Manage external communications in support of the CEO; 
draft reports, pitch decks, speeches and presentations. Identify opportunities to amplify 
the organization and CEO’s visibility including speaking engagements, industry and 
functional affiliations, board seats, etc. 

- Project Management: Gather information internally/externally to ensure that the CEO 
has the details needed to respond quickly to challenges, embrace new opportunities 
and make sound decisions. Assist with the prioritization of projects and coordinate 
agendas for leadership team and board meetings. Oversee large, cross-functional 
projects, pilots and initiatives. Bring together important stakeholders and drive the 
decision making process.  Ensure momentum and clarity for the team. 

- Inter-Departmental Efficiency & Process: In close coordination with peers -- the 
Director of Operations, Chief Program Officer, Director of Strategic Partnerships and 
Director of Development and Communications -- support the day-to-day operations of 
the organization and ensure optimal flow of information across departments.  Identify 
operational inefficiencies and ensure the organization remains nimble and adaptive.  
Ensure the organization has strong processes and infrastructure to ensure efficiency. 

- People/Culture, Professional Development & Performance: Serve as the organization’s 
culture champion; ensure the organization is adhering to its core values and guiding 
principles. Track learning and development needs of the team; coordinate retreats and 
professional development opportunities; manage the annual performance evaluation 
process and performance against organizational goals.  Serve as a wise and reliable 
counsel to the CEO and senior leader peers; provide unbiased opinions while tackling 
difficult decisions with strength and humility. 

 
Candidates must have the following qualifications: 

- Bachelor’s degree required, MBA preferred. 
- 10+ years of experience in a business or executive management role. 
- Strong experience with organizational strategy, modeling/analysis, communications, 

lateral management, relationship building, and project management. 
- Proven track record of growing organizations, programs and/or teams and managing 

large scale projects. 
- High level of personal responsibility and strong change management skills. 
- Master organizer and project planner who looks ahead and anticipates needs and 

opportunities before they arise. 
- Strategic mindset, natural problem solver, opportunity seeker and logical thinker.   
- Demonstrates exceptional poise, confidence and diplomacy. 
- Ability to manage multiple responsibilities; thrives in a fast-paced environment. 
- Strong commitment to social justice and racial equity; sincere interest in the mission. 

 
Benefits: 

• Comprehensive benefits package including 100% health care coverage for individuals. 
• 5 weeks of paid vacation. 
• Flexible work hours, select summer Fridays off and remote working opportunities post-

COVID. 



 
 
To Apply: 
Please submit your cover letter and resume with salary requirements to 
shari@streetwisepartners.org with “Chief of Staff” in subject line. No calls please. We will 
contact only those applicants with whom we plan to set up an interview. 
 
StreetWise Partners is an equal opportunity employer. We value and welcome diversity in the 
workplace and strongly encourage all qualified persons to apply. All qualified applicants will 
receive consideration for employment without regard to race, color, religion, gender, gender 
identity or expression, sexual orientation, national origin, genetics, disability, age, or veteran 
status. For more information about StreetWise Partners please visit: 
www.streetwisepartners.org.  
 


