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 Employment Opportunity 
 

Position: Executive Director/Office Manager  
Reports to: Finance Committee 
Direct reports: Yes 
IL Status: Exempt 

 
Job Announcement  
Executive Director/Manager of Alcoholics Anonymous Chicago Area Service Office (CASO) 
 Salary Range: $55,000 to $75,000  
 Benefits: Health, Dental, 401k, Paid Time-Off (PTO), and Comp Time. 
 Minimum requirements for candidates:  

o Minimum of five (5) years of administrative experience with increasing levels of 
responsibility  

o Experience supervising employees and/or volunteers  
o A Bachelor’s Degree from an accredited institution or equivalent experience  

 
 Send an email with your professional resume, service resume, and cover letter to: 

finance@chicagoaa.org 
 For Consideration, must receive no later than, May 1, 2023. 

 
Job Summary 
The CASO Manager oversees the office in accordance with Chicago A.A.: How It Works For You, 
CASO Operating Policies and Procedures, and the Twelve Traditions and Concepts for World 
Service of Alcoholics Anonymous. The ED/OM is responsible for: the operational and financial 
aspects of the organization and working closely with the Finance Committee; ensuring that the 
office is working efficiently and effectively to meet the needs of the fellowship; managing the 
day-to-day operations of the Central Office and CASO Bookstore; hiring and supervising other 
staff members; coordinating with and supporting Area 19 and Area Committees; recruiting and 
supervising office volunteers; overseeing day-to-day bookkeeping including accounts payable, 
contributions, payroll, deferred compensation, making regular deposits, and the preparation of 
monthly account reconciliations for all bank accounts. Other responsibilities include setting 
operating hours, staffing levels, managing bookstore inventory, ordering supplies, and 
maintaining the function of all office equipment (facilities management). The CASO Manager 
ensures that services and initiatives are aligned with Assembly Actions, and A.A. Traditions and 
Concepts while providing overall leadership to sustain the organization. 
 
Responsibilities and Position Requirements 

 Demonstrated leadership ability.  
 Proven general management experience, preferably as a director of a multi-functional 

organization.  
 Understanding of operational issues, planning and controls, budgeting, financial 

reporting, human resources, and information technology.  
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 Working knowledge of, or willingness to learn, the A.A. Traditions and Concepts of 
World Service.  

 Handle multiple responsibilities and prioritize use of resources  
 Effective communication skills, both verbal and written, with the ability to report clearly 

and concisely on CASO operations to finance committee, Area Assembly, Members, 
Groups, and the Fellowship at large  

 Strong skills in the use of various software programs (i.e. Airtable, WordPress, Constant 
Contact, QuickBooks Online, Office 365 tools, Shopify etc.)  

 Skilled at navigating interpersonal relationships.  
 Organizational and volunteer management with the ability to inspire others in the 

performance of services.  
 Assisting in our bookstore and with inventory may require the ability to lift 50 lbs. and 

use of ladder or step stool. 
  

Minimum Qualifications Candidates should have a minimum of:  
 

 Minimum of five (5) years of administrative experience with increasing levels of 
responsibility, including financial management oversight.  

 A Bachelor’s Degree from an accredited institution or equivalent experience  
 
Preferred Qualifications In addition to the minimum qualifications, candidate will also have:  

 Five (5) years of continuous sobriety in the Fellowship of Alcoholics Anonymous.  
 Demonstrated commitment to A.A. service. ▪ Knowledge of the unique service structure 

of Alcoholics Anonymous.  
 Experience in A.A. General Service.  
 Ability to work with and resolve conflicting viewpoints.  
 Spanish or Polish language skills. 

 
 
We recognize that people come with experience and talent beyond just the technical 
requirements of a job. If your experience approximates the qualifications, please still consider 
applying. Diversity of experience and skills combined with passion is a key to excellence. 
Therefore, we encourage people from all backgrounds to apply for our position. Please let us 
know if you require accommodations during the interview process. finance@chicagoaa.org 
 
CASO provides equal employment opportunities to all individuals. All qualified applicants will 
receive consideration for employment without regard to sex, gender identity, sexual 
orientation, race, color, religion, national origin, disability, protected Veteran status, age, or any 
other characteristic protected by law. We also consider qualified applicants regardless of 
criminal histories, consistent with legal requirements. If you have a disability or special need 
that requires accommodation, please let us know. 


