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California State University Fresno, Foundation  

Job Description 

 

Job Title:  Director, Osher Lifelong Learning Institute  

Department:  Division of Continuing and Global Education 

Reports To:  Dean - Continuing and Global Education 

FLSA Status:  Non-Exempt 

Prepared By:  Russel Statham, Manager of Administrative Operations 

Prepared Date: February 1, 2014 

Approved By: Nicole Lane 

Approved Date: February 10, 2014 

 

SUMMARY 
 

Reporting to the Dean of Continuing and Global Education, the incumbent is responsible 

for the day-to-day and strategic management of the University’s Osher Lifelong Learning 

Institute (OLLI). The Director is expected to lead a vibrant community of learners, aged 

50 and over, as they participate in an extensive program of intellectually challenging 

courses and other learning experiences. 

 

The Director is responsible for overseeing every aspect of OLLI operations. Those 

responsibilities, detailed below, are grouped into five major categories: Administration, 

Programs, Members, Outreach, and Planning. The OLLI Advisory Board also assists the 

Director in fulfilling assigned responsibilities. The Director serves as an ex officio 

member of the Advisory Board and Board Committees. All Board and Committee 

recommendations/actions are subject to review and approval by the Director and Dean. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other 

duties may be assigned. 

Administration - 15% 

 Supervise daily operations of the OLLI program 

 Implement all applicable Fresno State policies 

 Review and approve documents prepared by staff or volunteers 

 Manages the use of all OLLI facilities and equipment 

 Establish an annual budget and compile mandated and special financial reports 

 Operates within the established budget 

 Approves all purchases 

 Oversees relationships with all outside contractors, including the University 

Business Center 

 In conjunction with the Advisory Board, set annual member dues and establish 

renewal policies 

 Maintain communications links with the Osher Foundation, other OLLIs, and the 

OLLI National Resource Center 
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 In conjunction with Dean, acts as OLLIs point of contact with the Osher 

Foundation 

 Prepare accurate, timely reports for the Osher Foundation 

 Prepare monthly reports for the Advisory Board 

 Prepare all required reports for Fresno State 

 Coordinate OLLI programs with related Fresno State programs 

 Guide the Advisory Board in operating in accordance with approved bylaws 

 Serve as an ex-officio member of the OLLI Board and all committees 

 Identify and pursue grant and other funding opportunities 

Programs - 20%  

 Ascertain that courses, special-interest groups, social functions, excursions, and 

other programmatic elements meet the needs and expectations of members 

 Seek out innovative programming ideas to further strengthen the OLLI offerings 

 Establish member charges for courses and other program offerings 

 Locate appropriate venues for OLLI programs and activities held away from 

Fresno State as necessary 

 Oversee production and distribution of course catalogs (print and/or electronic 

media) to members and supporters 

 Recruit, train, evaluate, and nurture course instructors and activity leaders 

 Implement appropriate methods to recognize contributions of instructors and 

activity leaders 

Members - 30%  

 Develop and implement an effective membership recruitment/retention strategy, 

including approaches to encourage a diverse membership profile 

 Recruit, train, and nurture volunteers for myriad roles supporting OLLI 

 Establish member database of skills and passions to match with volunteer 

opportunities 

 Devise appropriate methods to recognize contributions of volunteers 

 Develop and implement feedback system to collect member input on all aspects of 

OLLI operations 

Outreach - 22.5%  

 Develop and implement an effective plan to publicize OLLI events and activities 

throughout the Fresno County service area 

 Recruit OLLI sponsors to provide financial or in-kind contributions in support of 

OLLI activities 

 Market the benefits of OLLI membership to target populations in the Fresno 

County region 

 Publicize activities of the Fresno State OLLI throughout the OLLI network 

 Develop and implement annual giving and capital campaigns in cooperation with 

the Fresno State Division of University Advancement 
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 Devise and implement appropriate methods to recognize contributions of sponsors 

and donors 

Planning - 12.5%  

 Develop a strategic plan and follow through with its implementation 

 Explore innovative ideas to grow and improve OLLI programs 

SUPERVISORY RESPONSIBILITIES 
The position does not supervise staff; however, it oversees the provision of administrative 

and event management services from the UBC and an Advisory Board of volunteers. 

 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 

skill, and/or ability required.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

EDUCATION and/or EXPERIENCE 

A baccalaureate degree, or higher, in an appropriate field from an accredited university. 

In exceptional cases, professional experience can be substituted for degree requirements. 

Preferred Qualifications: 

 At least 3 years of experience working in a supervisory capacity 

 At least 2 years of experience working with volunteers 

 Experience in fund-raising 

 Experience in financial management 

 Experience in strategic planning 

 Experience developing adult education programs 

LANGUAGE SKILLS 
Excellent written and verbal communication skills, with mastery of the English language. 

 

MATHEMATICAL SKILLS 

Ability to perform standard business mathematics. 

 

REASONING ABILITY 
Ability to perform analytical reasoning and management functions. 

 

CERTIFICATES, LICENSES, REGISTRATIONS 
N/A 
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OTHER SKILLS AND ABILITIES 

Strong leadership and collaborative skills and an ability to work effectively with the 

Advisory Board. 

 

PHYSICAL DEMANDS  
Occasionally lifting up to 20 pounds, and/or up to 10 pounds of force frequently.  

 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform essential 

functions. 

 

WORK ENVIRONMENT  
The Director works in a general office environment, and also travels and participates in 

meetings, events, and programming both on and off campus. In general, work is 

sedentary in nature, may require standing and/or walking for up to 35% of the time. The 

working environment is generally favorable. Lighting and temperature are typically 

adequate, and there are no hazardous or unpleasant conditions caused by noise, dust, etc. 

Work is generally performed in an office environment with standard office equipment 

available. 

 

The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform essential 

functions. 

 

 
This job description supersedes all prior job descriptions and is intended to describe the 

general content and essential requirements for the position listed above. It is not to be 

construed as an exhaustive statement of requirements, duties, and responsibilities. 

Management reserves the right to add or change the duties of this position as required at 

any time. 

  

All employment with California State University, Fresno Foundation is at-will and shall 

continue only upon the mutual consent of the Foundation and the employee.  This means 

that an employee may terminate his or her employment with the Foundation at any time 

with or without cause or prior notice and that the Foundation may terminate an employee's 

employment at any time with or without cause or prior notice. 

  

Employee Acknowledgment: I have reviewed and received a copy of this job description 

and I am able to perform all essential functions of the job. 

  

   

__________________________________________ 

Employee Signature/Date 

 

 


