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Position Title: Administrative Director
Reports To: Executive Director
Location: San Antonio, TX (in-person)

disABILITYsa seeks a highly-experienced, accomplished, and motivated Administrative Director in San
Antonio, Texas.

If these words resonate with you, please keep reading this job post:
Introspective | Accountable | Cautious | Deliberate | Methodical | Disciplined | Analytical| Supportive

POSITION OVERVIEW

The Administrative Director is a critical leadership role responsible for overseeing the operational
backbone of disABILITYsa's organizational infrastructure. This position will lead administrative
operations, oversee financial systems, risk management, compliance, data collection/analysis, and
internal processes to ensure the organization runs efficiently, effectively, and in alignment with
nonprofit best practices and in response to the needs of a fast-paced, high-impact, mission-driven
nonprofit organization.

disABILITYsa is a small, ambitious organization with a culture of high expectations and a deep
commitment to service. Ideal candidates bring deep experience in nonprofit operations and financial
management, coupled with strong systems thinking and a meticulous, analytical approach. They are
introspective and methodical, excelling in environments where structure, accuracy, and adherence to
established procedures are valued. Their leadership style is deliberate and supportive, focused on
maintaining high standards, coaching others, and fostering a stable, collaborative workplace.

This role is well-suited to individuals who prefer working at a steady pace, prioritize quality over speed,
and are comfortable making data-informed decisions within a defined framework. Strong organizational
skills, attention to detail, and a commitment to equity and inclusion are essential for success in
advancing the mission of disABILITYsa.

KEY RESPONSIBILITIES

Financial & Human Resources Management (30%)

e Oversee financial operations, including organizational-wide budget management, financial
reporting, and cash flow management
Assist the Executive Director in the development and monitoring of organizational budgets
Ensure compliance with accounting principles and regulations
Prepare financial statements and reports for the Executive Director and Board of Directors
Implement and maintain HR policies and procedures in line with legal requirements

Manage employee onboarding, personnel records, payroll processing, and benefits
administration

Operations & Systems Management (30%)
e Coordinate office operations, supply management, and workspace organization
e Oversee facility management and vendor relationships
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e Steward organization-wide inventory and asset oversight, ensuring facilities, equipment, and
vehicles are well-maintained, tracked, delivered as needed, and properly checked in/out, with
clear protocols for use, maintenance, and disposal.

e Manage technology infrastructure, IT systems, and equipment maintenance
Ensure data privacy, security compliance, and system efficiency across all platforms

e Lead qualitative & quantitative data analysis and reporting processes to track program
effectiveness and inform continuous improvement

e Develop and maintain comprehensive data management systems and databases across all
organizational functions

Strategic Support, Administration & Board Support (25%)
e Supervise administrative support staff and coordinate internal communications
Manage contracts, procurement processes, and vendor relationships
Support grant compliance, reporting requirements, and organizational record-keeping
Lead process improvement initiatives and special projects as assigned
Ensure office accessibility standards and provide executive-level administrative support
Provide comprehensive administrative support for Board of Directors meetings and activities

Prepare board materials, maintain governance records, and coordinate board communications

Compliance & Risk (15%)
e Ensure organizational compliance with federal, state, and local regulations
e Develop and implement risk management policies and maintain required licenses and
certifications
e Conduct compliance audits and oversee insurance coverage and claims processes

SUPPORTING RESPONSIBILITIES
In collaboration with the Executive Director and other team members, the Administrative Director will
also provide support in the following areas:

e Grant compliance and reporting requirements

e Fundraising event logistics and administrative support

e Volunteer/Intern administration, onboarding, and database management

QUALIFICATIONS
Required:
e Bachelor's degree in Business Administration, Nonprofit Management, Finance, or related field
e 5-7 years of progressively responsible experience in nonprofit operations and administration,
with proven ability to lead independently
e Demonstrated success managing complex financial systems, compliance protocols, and
organizational infrastructure with minimal direction
e Expert-level understanding of nonprofit governance, HR practices, risk management, and
legal/regulatory compliance
e Excellent project management, budgeting, and analytical skills, with the ability to prioritize and
execute efficiently in a fast-paced, mission-driven environment
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® Proven experience with financial management software, database systems, and Microsoft Office
Suite

e Highly organized, detail-oriented, and self-directed, with a track record of delivering consistent,
high-quality results

e Excellent interpersonal and communication skills, with the ability to build trust and collaborate
across diverse teams and stakeholder groups

e Experience overseeing technology infrastructure, facilities management, and operational
systems in a nonprofit setting

e Physically able to assist with event setup and office organization, including lifting up to 40 Ibs
and standing for extended periods

e Must thrive in a self-managed role and be fully accountable for delivering outcomes without
daily oversight

e Flexibility to work evenings and weekends during peak periods, special events, and equipment
delivery while working over 40 hours/week

e Background check required, including Texas DPS, FBI, Central Registry, credit, MVR, and drug
screening

® Must possess a valid driver’s license and maintain a driving record that meets organizational
insurance requirements

e Service-oriented and collaborative in nature, with a strong commitment to equity, inclusion, and
disABILITYsa’s mission

Preferred:

e Experience with grant management and compliance reporting
Knowledge of disability services and community development principles
Background in risk management and insurance administration
Experience supervising administrative staff and managing vendors
Familiarity with nonprofit fundraising and donor database management

Familiarity and experience with driving/maintaining large vehicles and towing skills

WORK ENVIRONMENT
e Thisis an in-person role based in San Antonio
e Team culture is mission-driven, high-performing, fast-paced, and collaborative—where
adaptability, creative problem-solving, and shared accountability are key to meeting ambitious
goals with limited resources
® Support is available for professional development and training

COMPENSATION & BENEFITS

This is a full-time, exempt position with an annual salary range of $60,000 - $70,000. This role requires
an in-person presence and includes occasional evenings and weekends for events, it offers the
opportunity to contribute meaningfully to a high-impact, community-centered organization.
disABILITYsa offers a supportive, mission-driven work environment with comprehensive benefits
including the following benefits:

e Paid Time Off (PTO) ® Health insurance Group Plan Options
e Holiday Pay (8 days) (50% Premium)
® 3% Match to Retirement Plan e Professional Development

® Phone Stipend
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ABOUT disABILITYsa

Established in 2007, disABILITYsa is a nonprofit 501c(3) organization with the mission to educate,
advance, and engage people with disabilities by building connections, exchanging information, creating
opportunities, and strengthening our disability community in the greater San Antonio area. The work of
disABILITYsa supports a vision where San Antonio is the #1 community where people with disabilities
want to live, learn, work, and play.

Through four mission pillars, disABILITYsa works to EDUCATE people with disabilities by sharing
information about resources and services, providing access guidance, and offering leadership
development training, promoting greater independence and inclusion. ADVANCE public attitudes,
awareness, respect and consideration for success of people with disabilities. ENGAGE people with
disabilities as active participants in our community. And, STRENGTHEN organizations, supports, and
connections that improve independence, inclusion, and belonging for people with disabilities.

Learn more at www.disABILITYsa.org.

TO APPLY

Please tell us a little about yourself by uploading your resume, a tailored cover letter, and any other
supporting documents, letters, or references using the “Apply” button link on disabilitysa.org/dsa-jobs,
and by taking two quick surveys.

The first is a 3-4 minute survey called the Behavioral Assessment. This is not a test. There are no right
or wrong answers. Just be easy about it and don’t overthink. You’ll get your results from this survey
instantly via email with a PDF attachment.

The second that comes to you is a timed 12-minute Cognitive Assessment. This is not an IQ or
intelligence survey — it simply tells us how quickly you will learn, adapt, and synthesize in this specific
role. We do not make our hiring decisions solely based on this data alone, naturally your prior
experience and many other factors are considered.

Include the position title in the subject line. Click here for the surveys or use the URL below. Thank you
for your interest in disABILITYsa. Applications will be reviewed on a rolling basis.

https://assessment.predictiveindex.com/bo/5ZH6/AdministrativeDirector Jun2025 19112
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