
 
 

Underscore.news Executive Director  

Recruitment Announcement 
 

Job posting: Executive Director 

Location: Portland, Oregon 
This position is primarily remote due to COVID-19, 
although working in our Portland-based office at 
least one day per week is preferred. 

Time type: Full time 

Salary: $90,000 

Desired start date: 04/01/2022 

Initial posting date:  01/10/2021 

Application deadline: Initial application review will begin on 01/29/2022 

 

We want you to lead our organization! 

Underscore.news, a small and agile digital-first non-profit newsroom based in 
Portland, Oregon, seeks a resourceful and committed Executive Director to lead a 
collaborative team.  
 
Underscore pays special attention to Indigenous communities and other 
communities often overlooked in the news media, producing original enterprise 

https://underscore.news/


reporting, often in partnership with established news outlets. Our mission is to 
produce collaborative journalism framed by justice to promote civic engagement 
and a fair-minded society. 
 
Do you have experience in nonprofit leadership? Can you bring passionate 
direction to our efforts to scale up our organization in pursuit of increased 
Indigenous coverage in Oregon and beyond? Are you committed to racial and 
social equity as a central operating principle for your work? Do you recognize the 
value and impact of journalism? If so, we look forward to hearing from you.  
 
 
Underscore.news is committed to supporting a diverse organization reflecting the 
communities we serve through equitable salaries, recruiting practices and 
guidance and support from an engaged Board of Directors.  
 

 

ABOUT UNDERSCORE 

Our public service journalism relies on an innovative news reporting and 
dissemination model and a mission to produce collaborative journalism rooted in 
equity. Our news team adheres to the strictest standards of journalism: fairness, 
accuracy, balance and facts-based reporting to promote civic engagement.  
  
Underscore’s coverage is published online at Underscore.news and 
distributed locally, regionally and nationally by media partners that include Indian 
Country Today, NPR, The Oregonian and ProPublica. We report and produce 
audience-led news coverage for and about the communities we serve, to increase 
visibility of underreported communities and to untangle complex issues.  
  
Funded by foundations, sponsorships and individual donations, Underscore’s 
work is grounded in the ethics and principles of journalism that serve, rather than 
marginalize, underreported communities in Oregon and the region.  
  
Underscore is growing. Since its founding three years ago by a part-time Executive 
Director and committed Board of Directors, Underscore has built strong financial, 
reporting, partnership, strategy and staffing foundations for the future. The 
successful candidate will have a strong hand to play in how the organization 
expands and in shaping the vision for its direction.  

https://underscore.news/


  

POSITION DESCRIPTION 

The Executive Director will serve as an inspiring and deft manager, providing 
guidance while delegating responsibilities and establishing best-in-class operating 
processes and disciplines. Key responsibilities include, but are not limited to, 
strategic planning, organizational and operational leadership, fundraising and 
external outreach. This position reports to the Underscore Board of Directors and 
is a central member of the organization’s leadership team. 
  
Key Responsibilities:   
   
Operational Management and Budget 

● Annual budget: Create an annual budget with the Managing Editor (ME) 
and Operations Director (OD) that supports major reporting projects and 
other organizational needs. Monitor progress toward revenue and expense 
targets and work with the Board Treasurer and OD to adjust spending.   

● Board of Directors: Build relationships and strong lines of communication 
with Board members. Consult with the Board to develop and approve 
annual budgets, fundraising plans, and strategic plans. Support Board 
committees and new member recruitment. Provide support for ten Board 
meetings per year.  

● Management team and staff: Collaborate with, develop and evaluate the 
management team. Recruit and hire staff or project contractors in 
conjunction with Underscore staff.  

● Ensure all internal and external organizational processes and practices are 
equitable and promote diversity, inclusion and access.   

 

Fundraising 

● Grant writing: in conjunction with the OD, write and submit proposals and 
reports. Manage contracted grant writing services. Work with and build 
relationships with foundation program officers.  

● Individual donors, sponsorships and campaigns: solicit and cultivate major 
donors as well as small donors and sponsors. Set targets and report to the 
Board on deadlines, progress and status of fundraising.  

● Events: plan and execute events with Board members and staff.  



Strategy Development and Planning 

● Editorial: Work closely with the Managing Editor to develop and update a 
semiannual editorial plan that supports the organizational mission and 
grant commitments. Interface with ME and other editorial staff to stay 
abreast of individual stories, issues and coverage. As the relational face of 
the organization, help identify salient reporting content and directions.  

● Diversity, equity, inclusion and access: in conjunction with the Board and 
staff, build and integrate annual internal and external DEIA plans for 
Underscore. 

● In partnership with the ME, regularly engage and inform the Indian Country 
Advisory Team (ICAT).  

Community Partnerships and Audience Building 

 
● Working with the management team, lead efforts to enhance the presence 

and relevance of Underscore through audience expansion and community 
connectivity. 

● Develop and direct audience cultivation strategies that attract new readers 
and nurture subscribers. 

● Develop strategies and build connections that allow Underscore to 
continually ensure coverage serves community needs—e.g., community 
listening sessions, among other approaches. 

● Identify and cultivate new partnership opportunities and relationships and 
nurture current ones that strengthen Underscore’s ability to deliver on 
mission. 

      
 

QUALIFICATIONS 

Studies have shown that people that are women, LGBTQIA2S+, nonbinary, and 

Black, Indigenous and other people of color are less likely to apply for jobs unless 

they meet each of the qualifications listed. We are most interested in finding the 

best candidate for the job, and the candidate may come from a less traditional 

background. We encourage you to apply even if you are unsure whether you 

meet these requirements. 

 

Required qualifications 



 
● Bachelor's degree 
● Five+ years management experience and a successful track record of 

leadership in an outcomes-based organization or program. 
 
Desired attributes 

We are seeking a candidate with many of the following attributes or  

 
● Fundraising and donor relations experience and tactical knowledge. 
● Budget management skills, including budget preparation, analysis and 

reporting. 
● Knowledge of digital and social media. 
● Familiarity with the nonprofit journalism landscape. 
● Excellent written and personal communication skills. 
● Experience engaging, collaborating and building relationships with diverse 

stakeholders such as tribal and Indigenous communities, communities of 
color, businesses, foundations and state and local governments.  

● Demonstrated ability to move vision into action with creativity and 
flexibility. Experience designing structures and programs, plugging in 
people and resources and motivating teams to accomplish goals.  

● Substantive understanding of intersectional equity concepts and social 
issues and a demonstrated comfort and ability leading organizational 
diversity, equity, inclusion and access. 
 

Additional Requirements 

Successful candidates for this position will undergo a computerized criminal 

history and abuse check. Applicants will have an opportunity to discuss any 

adverse background information before a determination is made about its 

potential impact on their candidacy.  

 

COMPENSATION AND BENEFITS 

The salary for the Executive Director is $90,000. The total compensation package 

includes health benefits, vacation, holidays and more.  
 

HOW TO APPLY 



To apply, submit a resume and cover letter. Your resume must not exceed two (2) 

pages and should demonstrate how your experience meets the minimum 

qualifications for the position. Your cover letter must not exceed two (2) pages 

and should describe why you are interested in the position and how your 

professional, education and personal experiences meet the desired attributes 

listed above.  

 

For questions about the position or application process or accommodations, 

please contact the hiring committee at jobs@underscore.news. 
 

 

 

  


