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Job Opportunity:   

Assistant State Director, California Future Business Leaders of America (CA FBLA)  

The Assistant State Director serves as a key member of the CA FBLA leadership team. This role 

supports the State Director in the implementation of the strategic vision and programmatic 

components of CA FBLA, manages statewide events & conferences, and supports local Chapter 

Advisers to foster the growth of FBLA chapters and student leaders across California. This role 

also oversees the daily operational management of the state headquarters (virtual). The ideal 

candidate has experience in customer-facing roles, event planning & management, excellent 

communication skills, organizational leadership, and is familiar with Career Technical Education 

(CTE).  

________________________________________  

Position Overview  

Employee Compensation: $74,880 - $80,000 annually, commensurate with experience. This is a 

full-time position with flexible hours in an autonomous remote environment. The position 

includes 10 days of PTO/Sick. No additional benefits are offered.  

Location: Remote (Candidate must reside in California).  

Travel: Approximately 15-20 days per year within California, including overnight and weekend 

stays for statewide conferences. Approved travel expenses will be paid for, or reimbursed by 

California FBLA. 

Status: Open until filled.  

Reporting Relationship: Reports to the State Director of CA FBLA. In the absence of a State 

Director, reports to the Board of Directors.   

________________________________________  

Key Responsibilities  

Headquarters Operations & Administrative Leadership  

Direct Chapter Adviser Support: Serve as the primary point of contact for the virtual state 

office; manage phone and email inquiries to provide immediate assistance to local Chapter 

Advisers.  
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Membership & Affiliation: Guide renewing and prospective schools through the annual 

affiliation process and ensure all chapters meet state and national affiliation requirements. 

Perform Accounts Receivable follow-up for chapter payments. Implement and lead the "New 

Chapter Support" initiative.  

Board Administration: Manage all logistics for the Board of Directors, Management Team, and 

Student State Executive Board meetings; prepare agendas, briefing materials, and travel 

arrangements for adult and student leaders.  

Virtual Office Management: Oversee daily administrative duties including database 

management (Connect, an FBLA based chapter and member management system), processing 

documents, and maintaining the web-based state calendar of events.  

CA FBLA Programming: Work with the CA FBLA Student State Officers’ Adviser and the 

Competitive Events Coordinator in the implementation of CA FBLA specific programming such 

as chapter and individual projects, Champion Chapter, Gold Seal Chapters, and scholarships.  

Program Leadership  

CDE & CTE Alignment: Work closely with the California Department of Education (CDE) 

between August and January to assist with the Chapter Affiliation Process. Ensure the annual 

Career Technical Student Organization (CTSO) contract with the CDE is correctly implemented 

and reported at least quarterly. Assist with the management and disbursement of Chapter 

Support Grants.  

Professional Development & Communications: Design and deliver training sessions for new 

and returning Chapter Advisers to improve chapter engagement and communicate 

programmatic changes. Deliver high levels of customer service. Send out regular and periodic 

communications and resources to all CA FBLA stakeholders.  

Events & Logistics  

Conference Execution: Assist in the planning and preparation of CA FBLA events. This includes, 

but is not limited to, event registration, conference guides, billing, Accounts Receivable 

follow-up, and onsite event support.  

________________________________________  

Qualifications & Skills  

Relevant Education: Bachelor’s degree in Business Administration, Education, Hospitality, 

Non-Profit Management, or a related field.  
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Relevant Experience: 3–5 years in remote office management, customer support, and/or event 

planning.  

Technical Proficiency: Expert knowledge of office productivity suites (e.g., Google Workspace, 

MS Office), digital communication platforms (e.g., Zoom, Teams, Slack, etc....), and database 

management.  

Core Competencies:  

Ability to handle multiple priorities in a fast-paced virtual environment.  

Exceptional customer service skills when assisting educators and stakeholders.  

Strong organizational skills with meticulous attention to detail.  

Ability to maintain high levels of productivity in an autonomous remote role.  

________________________________________ 

Why Join California FBLA?  

This role is part of the backbone of our organization. You will play a vital part in ensuring that 

our stakeholders have the resources they need to lead and inspire the next generation of 

business leaders across California.  

________________________________________  

How to Apply  

Interested candidates should submit their resume and a brief cover letter outlining their 

experience relative to the responsibilities and competencies listed above to the CA FBLA State 

Director, Graeme Logie, at glogie@cafbla.org.  

California FBLA is a non-profit 501(c)(3) educational association and an official Career Technical 

Student Organization (CTSO). California FBLA is an equal opportunity employer and encourages 

candidates from all backgrounds to apply.  
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