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CHIEF OPERATING OFFICER
Salaried Employee | Remote | Initial 50% FTE
	Website: www.niculiawilliams.org
	Email: info@niculiawilliams.org

	Office: 2143 Springs Road, Suite 55, #233
	Phone: 707-654-4523

	Vallejo, CA 94591
	Position Type: Salaried Employee (W-2)

	Work Location: Remote, with periodic in-person activities and international travel
	Reports To: Founder & Chief Executive Officer


Version: 1.0 | 2026
About the Foundation
The Niculia “Nikki” Williams Education & Equity Foundation was established to honor and continue the life, service, values, and community legacy of Niculia “Nikki” Williams.
Mrs. Williams believed deeply in the potential of children, the importance of education, the strength of families, and the responsibility to create opportunities for others. Throughout her life, she demonstrated those values through her service to young people, families, faith communities, and community-based organizations.
The Foundation transforms that legacy into action by investing in people, organizations, and initiatives that expand opportunity, develop leaders, strengthen communities, and help children and families thrive. Our work includes scholarships and fellowships, youth leadership and development, girls’ and women’s programs, health and wellness, nonprofit leadership development, workforce development, community partnerships, special project grants, and other initiatives consistent with Mrs. Williams’ legacy of service.
Our Purpose
The Foundation exists to educate, empower, and create opportunities for the next generation while investing in the people and organizations working to strengthen communities.
We seek to combine philanthropy with direct programming, leadership development, partnerships, and community investment. As the Foundation grows, we intend to remain entrepreneurial, collaborative, community-centered, and responsive to emerging needs and opportunities.
Position Overview
The Chief Operating Officer (COO) translates the Foundation’s mission and strategic direction into effective day-to-day operations, coordinated programs, accountable teams, and measurable results. As a senior salaried executive, the COO develops the systems and management practices necessary to build a sustainable, high-impact organization.
Reporting to the Founder & Chief Executive Officer, the COO works across program portfolios, fundraising, finance, governance support, and external partnerships. The COO provides operational leadership while the CEO retains overall executive direction and the Board retains its governance responsibilities.
Compensation & Appointment
Position Type: Salaried employee (W-2). Full-time equivalent annual base salary: $195,000. Initial appointment: 50% FTE, equivalent to $97,500 in annual base salary, paid through the Foundation’s payroll. Expansion toward 100% FTE is subject to funding, organizational needs, performance, and Board-approved personnel decisions. Benefits and other employment terms will be governed by applicable Foundation policies and a written offer of employment.
Primary Responsibilities
Lead implementation of the Foundation’s annual operating plan, priorities, milestones, and cross-functional workplans.
Coordinate program directors and contracted partners across youth, scholarships, women’s leadership, health and wellness, international exchange, and special initiatives.
Build operational policies, standard procedures, decision rights, documentation, and project-management systems.
Develop staffing and contractor plans; supervise assigned personnel and support recruiting, onboarding, performance management, and professional development.
Work with the Finance Director on annual budgets, procurement, contract administration, expenditure monitoring, and resource allocation.
Partner with the Director of Development on operational readiness for fundraising campaigns, grants, sponsorships, and donor-supported programs.
Coordinate signature events, leadership retreats, community partnerships, and major program launches with designated leads.
Oversee organizational risk management, safeguarding standards, insurance coordination, data privacy, and operational compliance in consultation with qualified advisors.
Support Board and committee operations by preparing performance reports, meeting materials, and follow-up tracking as requested by the CEO.
Develop measurable program outcomes, evaluation routines, dashboards, and continuous-improvement practices.
Oversee selection and adoption of collaboration, CRM, data, communications, and workflow technology.
Represent the Foundation in selected institutional and community partnerships and act on delegated executive responsibilities.
Program Development & Innovation
Build a lean, accountable operating model capable of growing from pilot initiatives to recurring signature programs. Prioritize clear responsibilities, realistic capacity planning, cross-program collaboration, technology adoption, and reliable measurement of community impact.
Qualifications & Experience
Significant experience leading operations, programs, or administration in a nonprofit, education, public-sector, philanthropic, or mission-driven organization.
Demonstrated success managing people, budgets, multi-stakeholder initiatives, systems, and organizational change.
Strong executive communication, judgment, problem-solving, and ability to translate strategy into operational plans.
Experience with nonprofit governance, grants, compliance, safeguarding, and community partnerships strongly valued.
Comfort with remote leadership, project-management platforms, data systems, and collaborative work; advanced degree welcomed but not required.
The Foundation values demonstrated leadership, relevant experience, sound professional judgment, community relationships, and the ability to deliver results.
Technology & Remote Work
This is a remote position with periodic required in-person meetings, program activities, and travel. The employee must be comfortable using virtual collaboration and administrative platforms, including Google Workspace, Microsoft Office, Zoom, project-management tools, financial or CRM systems as applicable, and other systems adopted by the Foundation.
Travel & In-Person Participation
Travel and in-person participation may be required for Board and leadership meetings, program delivery, partner visits, the Annual Dinner, Women’s Leadership Breakfast, Leadership Retreats, and other signature activities. Specific expectations will be determined by the CEO and applicable policies.
Collaboration
The COO works closely with the Founder & CEO, Finance Director, development leadership, other program directors, Board officers, consultants, contractors, and community partners. The COO coordinates operational execution without replacing Board governance or the CEO’s strategic authority.
Employment Relationship
This is a salaried employee position, not an independent contractor engagement. The initial schedule is 50% FTE. Duties, reporting relationships, compensation, benefits eligibility, and work arrangements will be documented in the offer letter and applicable Foundation policies, subject to governing law and Board-approved budgets. Nothing in this description guarantees a future increase in FTE.
An Evolving Role
The Foundation is a growing organization. This description establishes the general purpose and principal expectations of the position rather than an exhaustive list of duties. Responsibilities may evolve as funding, programs, partnerships, and organizational capacity expand.
We seek leaders who are excited not only about filling a position, but about helping build an institution and carrying forward a legacy of service for future generations.
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