
Job Description

Executive Director

East Lansing Info - East Lansing, MI

East Lansing Info (ELi) was founded in 2012 as an unincorporated citizen news
cooperative - running like a volunteer organization rather than a business. The idea
was to provide a place where factual local reporting could be shared among people
who wanted to know more about what was happening in East Lansing. In 2014, ELi
became a 501(c)(3) nonprofit service. The organization has grown significantly over
time, and now operates on a budget of about $175,000 per year.

ELi provides traditional, nonpartisan, factual news – “no fear, no favor” – about the
East Lansing city government, public schools, public finance, local businesses, parks
and recreation, arts and cultures, and more. Our reporting is original, high in quality,
timely, and well-researched.

ELi focuses on the responsible delivery of meaningful local news. ELi does not publish
“sponsored content,” op-eds, political endorsements, letters to the editor, or
comments. Many of the reports we publish specifically respond to requests from the
community for information, as we run a service called “Ask ELi to Investigate.” We
provide investigative news as well as “bread and butter” reporting from meetings of
City Council, Planning Commission, and the School Board. ELi’s revenue comes
chiefly from readers.

ELi is run by a voluntary Board of Directors who have fiduciary responsibility for the
nonprofit corporation. The Executive Director is the top staff position. The Executive
Director is primarily responsible for providing legal and financial oversight to the
corporation and supporting the work of the staff, particularly the administrative staff.
This position reports directly to the Board of Directors, staffs the Board, and acts as
the corporate CEO. A General Manager handles EL’s bookkeeping, payroll
management, and donation tracking and performs various other duties that support
the ED.

Responsibilities:

● Manages financial and legal needs of the corporation with the assistance of the
General Manager, and consults with the Board on regular and extraordinary
operations; staffs the Board with the assistance of the rest of the administrative
staff.



● Primary responsibility at ELi for tax requirements, state corporation requirements,
employment, legal issues. (With the assistance of the General Manager, files
annually with LARA; manages the annual 990 forms for the IRS; etc.)

● Deals with personnel problems.
● Keeps track of policies, implementation of policies, and looks for ways to improve

organizational efficiency and professionalism.
● Primary responsibility for raising the funds needed for ELi’s operation assisted by

a fundraising team. Engages in opportunity for outreach to donors and possible
grantors.

● Primary responsibility for monitoring and adjusting expenditures.
● Connects with sister organizations, including through professional development

opportunities.

Desired Skills:

● Organizational management
● Fundraising and donor-relations
● Money-management
● Experience with non-profits
● Attention to detail and quality-control
● Outstanding communication and people skills
● Excellent organization and leadership skills
● Abilities in planning (including outreach event planning) and coordinating
● Familiarity with WordPress
● Competency with Google Suite

Job Details

Salary: $20,000/year (marketplace health insurance stipend negotiable)

Job Type: Part-time (10-15 hours/week)

Location: Work from Home, proximity to East Lansing is important

Interested?

Email jobs@eastlansinginfo.news for more information or to apply.

Deadline

The Board of Directors will begin consideration of applications on April 4, 2023, and the
application system will remain open until the board fills the position.


