
 

 

Position: Chief of Staff 
 
LOCATION: Remote - Southern States preferred 
 
START DATE: Flexible 
 
TRAVEL REQUIREMENTS: 5% or less 
 
Black women are underrepresented in municipal and 

statewide executive jobs. This is because Black women face unique barriers to political 
participation: they often lack the socio-economic resources of other women leading to 
questions about "electability" and having a broad base of supporters. We seek to help 
Black women overcome these challenges by helping Black women to raise money and 
thereby prove “viability." 
 
We Amplify, Connect and Encourage Black women to run for office.  
 
In rural communities across Mississippi, Louisiana, Georgia, South Carolina, Kentucky, 
North Carolina, Tennessee, Alabama, Florida, and Arkansas, Black women are often left 
out of the conversation unless they are running for Mayor or statewide office. But, down-
ballot offices are where many successful Black women politicians get their start. They 
are effectively being locked out of politics altogether if they don't get any support until 
they are on a statewide or national stage.  On top of that, there are limited supports for 
the Black women that do decide to run.  
 
Over the next two years, we expect that the number of Black women running will further 
exceed available support explicitly targeted for Black women.  Our Chief of Staff role will 
ensure that the Elect Black Women PAC is ready to meet this challenge.  
 
Position Summary: The Chief of Staff, reporting to the Executive Director,  works 
alongside the Executive Director, Political Director, and Special Projects Director to 
ensure the day-to-day operations of Elect Black Women PAC and the long-term 
strategies are designed, executed, and improved over time. An understanding of 
campaign compliance, strategic thinking, strong writing abilities, and persistent follow-
through are key skills that a high performer would demonstrate consistently prior to 
taking on this role. 
 
Major Duties  
 
• Set and oversee the administration of office goals, policies, and procedures 

 
• Support the design and lead the execution of all senior staff planning events 

such as virtual or in-person retreats and quarterly setbacks 
 
• Conduct staff meetings 

 
• Draft correspondence, speeches, and official statements 



 

 

 
• After the candidate endorsement process, following the lead of the Executive 

Director and Compliance team -  provide direct support to the Political Director 
to ensure all endorsement deliverables are executed, candidate by candidate, 
and aligned with campaign finance and compliance for each candidate’s 
respective state.  

 
• Tracking the work with the Executive Director, Political Director, and 

Compliance team to ensure all paperwork is submitted timely to and from each 
candidate for each compliance deadline 
 

• Provide insight and feedback to leaders to assist with the decision-making 
process using polling data from the EBW research and policy team 

 
• Select and supervise junior staff members such as our Fellows, Interns and 

state-level staff 
 
 
• Oversee staff and handle problems before reporting them up the chain of 

command 
 
• Support all PAC fundraising including event development and working with 

fundraising vendors to develop political and strategic messaging. 
 
• Attend candidate fundraisers. 

 
• Travel to targeted districts for primary and/or general campaign work as needed 

 
Skills 

  
• High degree of integrity  

 
• Can maintain a high degree of confidentiality  

 
• Growth mindset and openness to feedback  

 
• Thrives in an ambiguous, evolving environment  

 
• Can manage in a start-up culture  

 
• Perseverance  

 
• Ability to think critically and make decisions  

 
• Ability to problem-solve and execute solutions  

 
• Excellent oral and written communication skills, organizational abilities  

 
• Heightened relationship management and project management experience  

 
• Commitment to our theory of change 

 
This is a flexible role until election season and is ideal for someone looking for a flexible 
schedule.  Women of color, especially Black women, are encouraged to apply.  
 
To apply for this role, please send your resume and email of interest to 
info@electblackwomenpac.com. Compensation commensurate with experience 


