=y

N\
CARLSONBECK

Position Specification

MOUNT
TAMALPAIS
COLLEGE

Chief Operating Officer

20 November 2025, VF

Carlson Beck LLC advises Mount Tamalpais College based
on an exclusive consulting assignment. The following
details are for your information and should be shared with
discretion.
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POSITION SPECIFICATION

THE POSITION: CHIEF OPERATING OFFICER
REPORTS TO: PRESIDENT
LOCATION: SAN RAFAEL, CALIFORNIA (hybrid position, minimum of two days on-site)

THE ORGANIZATION

The mission of Mount Tamalpais College (“MTC”) is to provide an intellectually rigorous, inclusive Associate
of Arts degree program and college preparatory program, free of charge, to people at San Quentin
Rehabilitation Center; to expand access to quality higher education for incarcerated people; and to foster the
values of equity, civic engagement, independence of thought, and freedom of expression.

Mount Tamalpais College is founded on the principle that every human has the right to be treated with dignity,
including access to high quality education. We work toward a future in which every person, including
incarcerated people, has access to the tools, opportunities, and social and political networks needed to
actively participate in civil society. Amplifying the voices of those who have been marginalized or excluded is
a moral imperative with the potential to alter the shape of society and repair the world.

MTC is a pioneer in providing quality higher education opportunities to incarcerated people and in expanding
access to higher education within California's prison system and nationwide. In recognition of this work, MTC
was awarded the 2015 National Humanities Medal by President Obama.

The last several years have been a period of tremendous growth. In 2020, after twenty years of operating as
the Prison University Project (“PUP”) -- a nonprofit supporting the College Program at San Quentin - PUP
changed its name to Mount Tamalpais College and became an independent, fully accredited liberal arts
college. The coming years will entail building on this progress by further refining systems, increasing staffing,
expanding programs, and ensuring long-term sustainability by expanding its donor base, and increasing
financial reserves.

Mount Tamalpais College currently has 24 employees and a budget of $5M.
THE POSITION

Reporting directly to the President, the Chief Operating Officer (COO) is a key member of the executive team
responsible for overseeing Mount Tamalpais College’s financial, human resources, administrative, and
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operational infrastructure, including technology and data management. The role carries broad, organization-
wide influence and is central to ensuring effective internal controls, operational excellence, and sustainability.

Over the next several years, MTC will continue to grow and refine systems to match its evolving needs as an
accredited college operating inside a correctional environment. MTC seeks a COO who will:

Ensure that the organization operates smoothly and responsively, with systems that reflect MTC’s
growth trajectory, needs, and best practices.

Lead planning for organizational capacity and growth, driving the organization toward greater impact.
Strengthen financial, HR, administrative, and technological functions with an eye toward long-term
sustainability, efficiency, and best practices.

Build trust and strong working relationships across teams and with external partners.

Thisis arole for aleader who is both strategic and hands-on, capable of building systems, improving processes,
and supporting a highly collaborative culture. It is an opportunity for a seasoned leader in finance, HR, and
operations who brings professional maturity, emotional intelligence, and a commitment to educational equity.

Essential Functions and Responsibilities

Strategy, Vision, and Leadership

Finance

Partner with the executive team to refine financial and strategic objectives, implement organizational
strategy, and oversee mission-critical projects and initiatives.

Provide strong leadership that cultivates organizational values, strengthens inclusion and
engagement, and supports collaborative problem-solving across departments.

Oversee, direct, and organize the work of the Finance, HR, and administrative operations, including
supervising the Finance and HR Manager.

Direct and coordinate financial planning and budget management, including the annual budget
process and quarterly forecasting.

Oversee all accounting functions including A/P, A/R, payroll, bank reconciliations, cash management,
month and year-end close functions, and ensure conformity with generally accepted accounting
principles.

Coordinate financial audits and provide recommendations for procedural improvements.

Coordinate with the Chief Development Officer to track and forecast organizational revenue and
provide financial and budget information in support of grants and other funding opportunities.
Continuously improve internal controls and systems, policies, and procedures for efficiency and
safeguarding the assets of MTC and ensuring data integrity.

Advise the president and executive team on financial planning, budgeting, cash flow, and policy.
Serve as the management liaison to the board finance, investment, and audit committees; effectively
communicate and present financial matters to the board.

Human Resources

Oversee HR consultant’s payroll and benefits administration, and other HR functions including
recruiting, onboarding, off-boarding, performance management, training, and compliance.
Coordinate professional development planning and implementation across the organization.

Review employee benefits, with attention to offering a competitive, cost-effective, and supportive
menu of offerings.

In partnership with the executive team, develop a compensation philosophy and implement a salary
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structure that is competitive and supports MTC in hiring and retaining excellent staff.

Technology, Data Management and Integration

= Manage outsourced services, which currently include IT support, accounting services, HR consulting,
and Salesforce administration.

= Oversee technology infrastructure, ensuring that MTC has the necessary software, systems, and
hardware to support its work efficiently and securely.

= Ensure technology solutions align with program needs, administrative operations, and long-term
organizational goals.

= Establish seamless data integration and coordination across Programs, Advancement, Alumni Affairs,
and Research & Evaluation.

CANDIDATE QUALIFICATIONS [ EXPERIENCE
Education: Bachelor’s degree required, MBA/MPA or CPA desired.

Experience:  Minimum of eight years of professional experience in finance, HR, and operations roles, with
at least three years in a senior role, ideally in a nonprofit organization.

Deep knowledge of nonprofit accounting.

Brings a strategic and visionary approach for problem-solving around core business
challenges.

Track record of ease in building trusting relationships and inspiring confidence with a variety
of stakeholders, including colleagues, board members, staff, and external partners.

Commitment to financial rigor and integrity.

Experience with creating and implementing new processes, procedures, and systems in a
collaborative environment.

Track record of an innovative and initiative-oriented mindset that values teamwork and
reaching goals.

High proficiency with common accounting software (e.g., FundEZ), Google Drive, and Excel.
Experience working with a board of trustees and a finance committee.
Experience in higher education is positive but not required.
It is not necessary to meet all the criteria above to apply and be considered for this critical position.
COMPETENCIES [ ATTRIBUTES
The successful candidate will be:

* Committed to MTC’s mission to serve diverse and marginalized communities.
= (Collaborative, approachable, results-oriented, and calm under pressure.
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= Trustworthy, curious, open-minded, idealistic, and humble.

* A highly capable leader and manager, contributing to strategic planning as well as managing
budgeting and operations.

* Team-oriented while also being proactive and self-directed, with a strong ability to move work forward
independently.

* Optimistic and motivated by organizational growth.

The successful candidate will have:
* Astrong passion for higher education and social justice.
* Transparent and clear communication style.
= A“roll up your” sleeves approach to getting work done.
* Asolid grasp of best practices in operations procedures and processes.
= The ability to think independently and critically, with appreciation for nuance and complexity.

COMPENSATION

Mount Tamalpais College offers competitive compensation, flexible work policies, and a collaborative work
environment. The benefits package includes medical, dental, and vision insurance, and the full cost of each
planis covered by Mount Tamalpais College. MTC also offers vacation and holiday pay, as well as opportunities

for professional development.

Currently, MTC’s work style policy is a hybrid model. Some evenings and weekends will be required; on-site
includes offices in San Rafael and at San Quentin Rehabilitation Center.

This is a full-time salaried position with an annual salary ranging from $200,000 to $220,000, commensurate
with experience.

HOW TO APPLY

To initiate consideration for this opportunity, please submit a resume and cover letter, outlining your
qualifications as per this Position Specification, to the Carlson Beck representatives below.

CONTACT INFORMATION

For additional information regarding this opportunity, please contact:

Sally Carlson, Managing Partner Dustin Bradley, Senior Associate
415.203.5259 mobile 608.346.8864 mobile
sally@carlsonbeck.com dustin@carlsonbeck.com
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