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Alliance Française de Denver 
Executive Director Position Description 

Position Description: 

The Executive Director of the Alliance Française de Denver (AFD), in consultation with 
the Board of Directors and its Committees, is responsible for fulfilling the worldwide 
Alliance mission in Denver and Colorado by: 

1) Promoting the teaching and learning of the French language 
2) Promoting awareness and understanding of francophone cultures 
3) Fostering friendly and mutually beneficial relationships between local French 

speaking populations and the surrounding community 
4) Working with the Board of Directors and staff to adapt the AFD course and cultural 

programs to the evolving demographics and business environment of the Colorado 
Front Range Metropolitan Area in order to achieve sustainable increases in 
membership, attendance at events, course enrollment and francophone cultural 
programs. 

The Executive Director is the key management leader of the AFD and reports to the 
Board of Directors. The Executive Director is responsible for the administration of 
classes at the AFD locations, including additional satellite locations, a wide array of 
cultural programs and events, implementing the overall strategic plan for the 
organization and managing the administrative staff and faculty. The Executive Director 
must have strong financial skills in order to assure revenue generation, expense control 
and net positive results necessary to assure the non-profit goals of the AFD, including 
fundraising, marketing and community outreach. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

Educational Operations: 

- Class organization, including recruiting, hiring, training, retraining and evaluating 
teachers to conduct French classes; effectively manage the day-to-day 
operations of AFD as an organization that teaches the French language to 
children and adults who are not French speakers; 

- Management and development of French language certifications and tests (TCF, 
TEF, DELF/DALF); 

- Supervision of the Education Coordinator and Learning Programs Coordinator to 
implement courses and pedagogy of the educational program. 
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Cultural Operations: 

- Plan and execute cultural events and programs to promote cross cultural 
understanding and tolerance, while promoting the French language; 

- Foster and maintain the successful cultural events and programs of the AFD that 
are already in existence, such as Bastille Day and the annual fundraising Gala; 

- Create new cultural events and programs that aid directly with fundraising for the 
AFD; 

- Supervision of the Marketing and Development Coordinator to implement 
marketing and fundraising strategies and goals for the organization. 

Financial Performance and Viability: 

- Maintain the fiscal integrity and continued economic viability of the AFD, 
including submission to the Board of Directors of a proposed annual budget as 
well as monthly financial statements (income statements and balance sheets) 
that accurately reflect the financial condition of the AFD, including each of the 
educational programs and cultural events/programs; 

- Manage the fiscal responsibilities in a manner that generally anticipates 
operating within the approved budget, ensures maximum resource utilization and 
maintains the organization in a positive financial position; 

- Increase revenue from a variety of sources and ensure expenses are 
categorized and monitored regularly for budget planning purposes; 

- Fundraise actively to support the organization’s overall mission and its future; 
manage and direct the multiple fundraising efforts of the AFD, including events, 
individual solicitations and corporate solicitations; 

- Provide assistance to the staff, the Board of Directors and its Committees in 
negotiating the grant application process for new resources available to the 
Alliance Française Network in North America by the French government, such as 
the STAFE (Soutien du Tissu Associatif des Français à l’Étranger). 

Organizational Mission and Strategy: 

- Develop, implement and monitor the strategic plan to ensure that the AFD can 
successfully fulfill its mission in the future; 

- Enhance the image of the AFD through engagement with surrounding 
communities and by working closely with other professional, civic and private 
organizations; 

- Develop and maintain partnerships with other local cultural institutions, including 
other schools and cultural groups; 

- Maintain and foster the electronic aspects of marketing, promoting, 
communicating, website management for enrollment and similar digital efforts, 
such as social networks; 

- Develop and implement marketing strategies for an array of cultural and  
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  educational programs that successfully carry out the organization’s mission; 
- Leverage new and existing marketing tools available to the AFD to increase 

membership and course registration to meet yearly targets set by the Board of 
Directors; 

- Assist the Board of Directors in negotiating the continued relationship with the 
Délégation de la Fondation des Alliance Françaises in Washington DC and with 
the Fondation des Alliance Françaises in Paris, France and any other French 
government organizations that the AFD has relationships with. 

Board Governance and Management of the AFD: 

- Lead the AFD in a manner that supports and guides the organization’s mission 
as defined by the Board of Directors; 

- Provide advice and guidance to the Board of Directors and its Committees during 
the period of transition from partial French government sponsorship to its new 
status as an autonomous 120-year-old non-profit French cultural and language 
center in the state of Colorado; 

- Attend Board of Director meetings as requested and keep the Executive 
Committee fully informed of on-going operations; 

- Communicate effectively with the Board of Directors and its Committees and 
provide, in a timely and accurate manner, all information necessary for the Board 
to function properly, including making timely, informed decisions and 
implementing the AFD strategic plan with guidance and input from the Board; 

- Work with the Board of Directors, its Committees and the staff to ensure that 
appropriate databases are developed, finalized and implemented to track 
contacts and other data used to optimize outreach and engagement in key areas 
such as fundraising, membership, course development, evaluations, event 
planning and potential business partnerships; 

- Attract, develop, retain and manage qualified employees as administrative staff, 
interns and volunteers; 

- Promote and cultivate a productive and self-motivated work environment; 
- Effectively manage the day-to-day operations and long-term goals of the AFD; 
- Implement existing and develop new HR policy, including performance reviews 

and improvement skills of administrative staff. 

Professional Qualifications: 

- 5+ years of nonprofit management experience in a senior position preferred; 
- Fluency in French with experience in France or other francophone nations 

preferred; 
- Experience in education and education leadership preferred; 
- Knowledge of fundraising strategies and donor relations in the nonprofit sector; 
- Evidence of budget management skills, including budget preparation, analysis,  
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  decision-making, financial reporting and financial analysis of the various  
 operations; 

- Experience and deep cultural understanding of American and French-
speaking countries; 

- Experience or knowledge of U.S. non-profit management; 
- Excellent written and oral communication skills in both French and English, 

including public speaking; 
- Ability to communicate with the public and individuals through electronic media; 
- Strong organizational abilities, including planning, program development and 

task facilitation; 
- Demonstrated ability to manage a team, including administrative staff and 

faculty; 
- Bachelor’s degree or equivalent required, graduate degree preferred; 
- All candidates must pass drug screening, criminal background checks and any 

other required testing. 

If interested in this position, please email resumes to afd-board@afdenver.org by 
June 28, 2019. 

Note: This job description is not intended to be an exhaustive list of all duties, 
responsibilities, or qualifications associated with the job. 

 About l’Alliance Française de Denver: 
The Alliance Française de Denver (AFD) was founded in 1897 and is one of 
the oldest non-profit organizations in the Denver-Metro area. It is also the only 
wholly French language, culture and resource center in Colorado. As part of 
the worldwide organization of L’Alliance Françaises, the AFD is proud to 
promote the integration of diverse cultures within the Denver community.
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