Advocacy & Standards Administrator
Job Description
Position Details
Position Title: Advocacy & Standards Administrator
Reports To: CEO 
Status: Full-Time
Location: North Kansas City (Hybrid)
Compensation: $55,000 – $65,000 annually, commensurate with experience
Travel: Up to 20% (events & committee meetings)
Start Date: Summer 2026
Benefits
1. Paid Time Off (PTO)
1. 401(k) Plan offering with 100% match of the first 6% of your deferred compensation
1. Health insurance options
1. Dental insurance options
1. Professional development opportunities
1. Opportunity to serve and grow within a dynamic association environment
Position Overview
The Advocacy & Standards Administrator serves as the operational backbone of ISFA’s two most consequential programs: the pursuit of ANSI Standards Developer accreditation and the American Countertop Manufacturers Council (ACMC). This role ensures that critical governance processes, compliance timelines, and committee activities run with precision and integrity.
The position works closely with the Director of Safety, Health & Regulatory and collaborates across ISFA’s staff, volunteer committees, and member companies to advance worker safety standards and industry credibility.
Ideal Candidate
The ideal candidate is a systems thinker who gets genuinely excited about process, structure, and making sure important work doesn’t fall through the cracks. They are deadline-driven, detail-obsessed, and calm under pressure—someone who can juggle multiple committees and overlapping timelines without losing accuracy or professionalism. They communicate clearly in writing, handle confidential matters with discretion, and bring a mission-driven mindset to every task. Experience in an association, nonprofit, or standards environment is a strong plus.
Key Responsibilities
ANSI Accreditation & Standards Support
1. Maintain compliance documentation, process records, and timelines aligned with ANSI Essential Requirements for openness, due process, balance, and consensus.
1. Coordinate public comment periods: post notices, track submissions, log responses, and ensure no deadlines are missed.
1. Prepare and distribute meeting agendas, attendance records, voting logs, and consensus reports for standards working groups.
1. Manage the standards document library—version control, revision tracking, public access procedures, and archival.
1. Draft and format standards-related communications for committee review.
1. Monitor ANSI procedural requirements and flag upcoming compliance obligations to the Director.
ACMC Administration
1. Administer the ACMC Issue Register: receive submissions, verify completeness, log entries, and track status from submission through final publication.
1. Coordinate the open comment process—notify manufacturers, collect and organize public comments, and ensure all voices are documented per ACMC policies.
1. Schedule and prepare for quarterly Council meetings: draft agendas, distribute materials in advance, coordinate logistics, and ensure an antitrust compliance statement opens every meeting.
1. Record meeting notes, document deliberations, and prepare vote summaries for the official record.
1. Support production of the Quarterly Countertop Insights Report and Annual State of the Countertop Manufacturer Report.
1. Manage member communications, track terms and renewals (July–June annual cycle), and maintain the ACMC member roster.
1. Maintain ACMC’s Single Source of Truth documentation system—standardized templates, permanent archival, and accessible record-keeping.
Committee Coordination
1. Serve as administrative liaison for the Safety, Health & Regulatory Committee and ACMC Council—scheduling, minutes, and action item tracking.
1. Coordinate across multiple committees simultaneously, managing competing timelines with grace.
1. Prepare progress summaries and Board of Directors update materials.
1. Build and maintain committee rosters, term records, and leadership contact lists.
1. Coordinate onboarding of new committee members and Council participants.
Advocacy & Communications Support
1. Support the Director in drafting regulatory updates, member alerts, and advocacy communications.
1. Assist with conference sessions, webinar logistics, and industry event coordination.
1. Help translate technical standards and regulatory content into clear, accessible member-facing communications.
1. Coordinate with marketing on publication timelines for ACMC reports and standards releases.
1. Maintain and update relevant web content related to standards, ACMC, and advocacy programs.
1. Maintain a high level of confidentiality and professionalism when interacting with members, volunteers, and industry partners.
1. Perform all other duties as assigned.
Required Skills & Experience
1. 2+ years of administrative, operations, or program coordination experience.
1. Exceptional organizational skills with an instinct for deadlines and follow-through.
1. Strong written communication skills—clear, professional, and precise.
1. Comfortable managing multiple projects and stakeholders at once.
1. Proficiency in Microsoft Office (Word, Excel, Outlook) and digital collaboration tools.
1. High attention to detail—you catch the typo, the missing field, and the off-cycle deadline.
1. Demonstrated ability to handle confidential information with discretion.
1. Ability to travel up to 20% for events and committee meetings.
Preferred Qualifications
1. Experience in a trade association, nonprofit, or standards organization.
1. Familiarity with consensus-based processes, committee governance, or accreditation frameworks.
1. Experience supporting volunteer boards, councils, or technical committees.
1. Exposure to ANSI, ISO, or other standards development processes.
1. CRM or database administration experience.
1. Event or conference coordination experience.
1. Spanish language skills a plus.
Personal Attributes
1. Systems thinker with a process-improvement mindset.
1. Deadline-driven with consistent follow-through.
1. Detail-devoted and precise.
1. Collaborative and calm under pressure.
1. Mission-driven—you care about worker safety and industry credibility as real outcomes, not just talking points.
Education
Associate’s or Bachelor’s degree in business administration, communications, public administration, or a related field preferred. Equivalent combination of education and hands-on experience will be considered.
Success Measures
1. Zero missed ANSI compliance deadlines or procedural gaps.
1. Accurate, complete, and timely ACMC Issue Register and meeting documentation.
1. Well-prepared, on-time committee meetings with complete supporting materials.
1. Positive feedback from committee members, volunteers, and Director on support quality.
1. Timely publication of ACMC reports and standards-related communications.
1. Maintained antitrust compliance across all Council and committee activities.
A Note on Antitrust & Compliance
Because this role supports consensus-based industry activities—including the ACMC Council—the Administrator must understand and uphold antitrust compliance requirements. You’ll help ensure every meeting opens with the required antitrust compliance statement, and that prohibited topics (pricing, wages, bid coordination, market allocation, and similar subjects) are never recorded, discussed, or facilitated. Training is provided—this is about having the right mindset for responsible industry governance.
How to Apply
Send your resume and a brief cover letter telling us: what draws you to this role and one example of a time you kept a complex process on track when the stakes were high. Applications are accepted on a rolling basis and candidates will be reviewed as received.
Submit applications to: XXXX 
ISFA is an equal opportunity employer. We celebrate diverse perspectives and are committed to building an inclusive environment for all employees.
