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Woodbury Leadership Academy • October 2023
Tasks & Dates for FY24 Executive Director Search

Project Tasks & Dates
Phase 1: ID desired skillsets, post position, & start contract review

A) Surveys developed & delivered to


1) Board members





2) Community members




3) District staff




B) Post all on MASA, WASDA, NDCEL, IASA, SASD & Ed Post



1) Posting will include desired skills, deadlines, & interview dates


C) Subcommittee reviews existing contract & begins draft of new contract for 
review by WLA’s attorney

D) Subcommittee drafts salary range & benefit package

Phase 2: Sort all applications & select quarterfinalists



A) I prepare resume scoresheet based on goals & skillset desired


B) Board will begin to review applications on Monday November 6

C) Board will complete review of applications by Saturday November 11

D) I will contact highest-rated applicants re: Next steps & deadlines

Phase 3: Develop & e-mail questions to quarterfinalists  



A) I develop questions based on goals & e-mail the questions to quarterfinalists


B) Quarterfinalists have 24 hours to respond w/ answers & references per answer


C) I prepare blank question scoresheets in advance


D) Board members review all submitted answers between Monday, November 
27 & Saturday December 2 & select finalists for interviews
Phase 4: Interview semifinalists







A) Draft interview questions & scoresheet sent for board approval


B) I call references in advance to qualify candidates for interviews


C) Schedule & holds interviews



1) First round: Wednesday December 13



a) Employee & community session, board session (open mtg)


2) Final round: Thursday December 14



a) Board session (open mtg)

Phase 5: Finalize the hire of the successful candidate

A) Board reviews current contract w/ attorney


B) Board prepares offer criteria (contract language, salary, benefits, terms)


C) WLA conducts background check on finalist


D) Board makes offer & terms are eventually accepted by finalist by December 
31, 2023

E) System suggested for feedback to new ED @ 90 days, 180 days, 270 days & 
one-year annual review
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