
 

 

Are You Podopolo’s Chief of Staff? 
Highlights 

                        Responsibilities                                           Qualifications 

 

Support a visionary founding CEO with daily 
operational and administrative organization 
and results-tracking, including engagement 
with key executives and team leaders to 
identify and troubleshoot issues, assure goals 
are met, and that the CEO has a regular flow 
of information to support effective strategic 
executive decision-making. 
 

Minimum five (5) years’ proven success as a 
Chief of Staff in an entrepreneurial and fast-
scaling environment, with significant 
experience in project management with 
demonstrated organizational, analytical and 
time management skills. 

Represent the CEO where necessary in 
meetings, email and via phone, and relay 
important information, feedback, and 
decisions to executive team members and 
managers across product, engineering, 
marketing, sales, finance, and customer 
success.  
 

Proven success effectively managing up, across, 
and down in a collaborative innovation culture, 
providing independent, informed, and unbiased 
insights including constructive feedback.  

Implement and manage strategic business 
initiatives and company-wide programs, and 
oversee the creation and optimization of 
Standard Operating Procedures (SOPs). 
 

Proactive ability to unearth, diagnose, and 
address pressing business issues, roadblocks or 
challenges that require immediate attention, 
with demonstrable ability to think strategically 
while providing tactical support to implement 
ideas. 
 

Co-create, refine, and optimize with the CEO 
multi-disciplinary information flows and 
decision-making procedures to ensure all 
decisions, strategic and tactical, across all 
business activities, are made with all relevant 
information, data, and analysis, and work to 
optimize these systems to meet KPIs for 
rapid scaling. 
 

A self-confident leader with outstanding 
interpersonal, operational, listening, and 
communications skills who effectively sells ideas 
and solutions to others and possesses the 
executive presence, industry stature and thought 
leadership to effectively represent Podopolo 
internally and externally and bring enhanced 
credibility to the organization. 
 

Mentor, coach and be an example to 
executives, employees, and contractors of 
what it means to ‘walk our talk’ with integrity 
on operationalizing our mutually agreed 
values and ethics. 

Ability to conduct polite, kind, professional, 
empathetic, and effective communication in 
person and via phone, e-mail, virtual meeting 
platforms, and in person, whether one-on-one, 
internal meetings, or major company events. 
 

Unearth, diagnose, and address pressing 
business issues and roadblocks, thinking 
strategically, and providing tactical support. 

Bachelor's or master’s degree in Business 
Administration, Marketing, Communications, 
Public Relations, or a similar field. 



Overview 

Podopolo is a mission-driven interactive multimedia company dedicated to democratizing 
discovery and monetization of audio and video content, supporting independent content 
creators globally, elevating our social and digital discourse, and advancing a social impact 
mission for world-changing outcomes. The interactive Podopolo podcast app makes it easy 
and timesaving to discover perfect podcasts around interests and friendships, with AI 
‘matchmaking’ tech that also helps creators grow their reach, amplify their impact, engage 
audiences meaningfully, and make money doing it. This is a fast-scaling, dynamic and 
venture-backed company offering innovative and differentiated products and services that 
meet the needs and wants of all our customers – podcasters, advertisers, and consumers. 
Podopolo’s joyful “work from anywhere” team culture is based on innovation, collaboration, 
kindness, diversity, excellence, and accountability.  

 
Podopolo seeks a highly motivated, experienced, and outcomes-driven Chief of Staff to 
support its visionary founding CEO with daily operational and administrative organization 
and results-tracking, including engagement with key executives and team leaders to 
identify and troubleshoot issues, assure goals are met, and that the CEO has a regular flow 
of information to support effective strategic executive decision-making. 
 
This is a high-level position and pivotal to the venture-backed company’s success as it enters 
a new phase of rapid scaling and hiring. The Podopolo Chief of Staff is charged with 
implementing and managing strategic business initiatives and company-wide programs, 
overseeing the creation and optimization of Standard Operating Procedures (SOPs), and 
representing the CEO where necessary in meetings, email and via phone, and relaying 
important information, feedback, and decisions to executive team members and managers 
across product innovation, engineering, marketing, sales, finance, and customer success. In 
many cases the CoS will serve as proxy for the CEO. 
 
You are the right person for this position if you’re an inspiring team leader, a great 
communicator, and a data-driven operational ninja with an attention to detail and a 
relentless focus on driving and optimizing results. You have at least five (5) years’ experience 
as a Chief of Staff in an entrepreneurial and fast-scaling environment. You will also have 
significant experience with project management and be able to demonstrate proven and 
superior time management, task management, interpersonal, analytical, and 
communication skills. 
 
This is an exciting opportunity to apply your genius around a mission that lifts your heart as 
it builds your wealth and creates your legacy as someone who has made a profound impact 
on the world. You will be instrumental to our success in disrupting and transforming the 
podcasting, streaming, social media, and creators’ economy spaces with a highly 
differentiated product leveraging 7 proprietary technologies across AI, blockchain, voice 
tech, interactivity, and gamification, while delivering predictable and growing ROI for 
creators, advertisers, and sponsors and an unrivaled user experience for listeners and 
viewers.  
 
 
 
 



What We’re Looking For: 
 

● Proven managerial, interpersonal, and project management skills in a fast-scaling 
entrepreneurial environment. 

 
● Demonstrated organizational and analytical skills, with strong attention to detail, 

excellent time management skills, and an ability to understand and operationalize 
data analytics. 
 

● An outcomes-focused results driver combining demonstrable emotional intelligence 
and empathy with a data-driven analytical mindset and technical aptitude. 
 

● Excellent written, verbal communication and presentation skills, with the ability to 
assimilate information quickly and prioritize in alignment with company mission, 
vision, values, and key performance indicators (KPIs). 
 

● Proven ability to effectively manage up, across, and down in a collaborative innovation 
culture, providing independent, informed, and unbiased insight including 
constructive feedback. 
 

● Proactive ability to unearth, diagnose, and address pressing business issues, 
roadblocks or challenges that require immediate attention, with demonstrable ability 
to think strategically while providing tactical support to implement ideas. 
 

● An entrepreneurial and ‘always curious’ learning mindset able to adapt well to fast-
changing circumstances, direction, strategy, and tactics. 

 
● Demonstrated ability to work well under pressure of competing deadlines and 

multiple priorities, able to work independently with limited supervision. 
 
 
Responsibilities: 
 
The Chief of Staff will work very closely with the CEO and engage closely with key team 
leaders to ensure all strategic and operational initiatives are successfully implemented and 
KPIs and milestones across the company’s activities are met or exceeded, in alignment with 
company mission, vision, values, strategic goals and metrics. Specifically, the Chief of Staff 
will: 
 

● Create, optimize, and manage Standard Operating Procedures (SOPs) across all 
aspects of the business. 
 

● Co-create, refine, and optimize with the CEO multi-disciplinary information flows and 
decision-making procedures to ensure all decisions, strategic and tactical, across all 
business activities, are made with all relevant information, data, and analysis, and work 
to optimize these systems for rapid scaling. 
 

● Engage and interact daily with key executives and team members to ensure personal, 
team, and company goals re being met, roadblocks to progress quickly identified, and 



learnings implemented to support continued innovation and a non-siloed 
collaborative culture. 
 

● Leverage information gleaned from all interactions to identify issues, troubleshoot 
problems early, provide valuable solutions, as well as decision support with research, 
analysis, and synthesis. 

 
● Serve the CEO as a trusted advisor and brainstorming partner. 

 
● Help strategic ideas and outside the box innovative thinking take root and provide 

early facilitation until a more formal project is established. 
 

● Consistently evaluate company priorities and organize information and processes to 
facilitate non-siloed and effective decision-making for the leadership team. 
 

● Manage and execute special projects as designated by the CEO. 
 

● Schedule and liaise with and across all business units, coordinating project 
management across teams, confidently engage in coordinating meetings, activities, 
and commitment tracking. 
 

● Be an effective and trusted bridge for communication between the CEO and internal 
departments, with an emphasis on building strong collaborative relationships across 
the company that foster and support continued innovation, accountability, and 
positive outcomes in a fast-paced remote and hybrid work environment. 
 

● Mentor, coach and be an example to executives, employees, and contractors of what 
it means to ‘walk our talk’ with integrity on living and operationalizing our mutually 
agreed values. 
 

● Manage a complicated executive schedule, including but not limited to calendar 
management, event planning, and travel for the CEO. 
 

● Supervise executive and virtual assistants. 
 

● Other as necessary. 
  
 
What You’ll Need to Succeed:  
 

● 5+ years’ proven success as a Chief of Staff in an entrepreneurial and fast-scaling 
startup or emerging growth company. 
 

● Bachelor's or master’s degree in Business Administration, Marketing, 
Communications, Public Relations, or a similar field. 

● Outstanding leadership, interpersonal, operational, and communications skills. You 
are a self-confident leader who effectively sells ideas and solutions to others and 
possesses the executive presence, industry stature and thought leadership to 
effectively represent Podopolo internally and externally and bring enhanced 
credibility to the organization. 



 
● Proven capacity to create and thrive in inclusive cultures, inspire, and win the respect 

of diverse teams (by gender, race, sexual orientation, experience, and expertise), and 
forge productive working relationships with a broad range of personality types and 
styles. Comfortable with the challenge to reach agreement among occasionally 
conflicting interests to enhance the common good of the company. 

 
● Positive attitude, self-motivated, detail-oriented, and a ruthless prioritizer able to 

rapidly synthesize multiple internal and external data points, perspectives, and 
insights across a multidisciplinary team, combining intuition and empathy with data-
driven analysis, to assure best decision-making, nimbleness, efficiencies, and 
effectiveness. 
 

● A commitment to creating, enabling, and safeguarding a collaborative, kind, joyful, 
supportive, and inclusive culture of innovation, trust, and accountability. 
 

● Proven project management skills or certification. 
 

● Demonstrated ability to conduct polite, professional, empathetic, and effective 
communication in person as well as via phone, e-mail, virtual meeting platforms, and 
in person, whether one-on-one, internal meetings, or major company events. 
 

● Proven ability to handle confidential information with integrity and discretion, 
exercising sound judgment. 
 

● Excellent technical skills, including proficiency in Microsoft Suite, Google Suite, Slack, 
Zoom, and ideally NetSuite/Sage, Salesforce/HubSpot. 

 

  
Bonus Points 
 

● A high degree of financial acumen, including financial modeling, budgeting, and 
quantitative analytical skills, including data analysis, tracking, and analyzing KPIs, 
pipeline management, cash flow management, and forecasting across multiple 
revenue streams. 
 

● A love of podcasting and video streaming, plus experience working with successful 
media or tech companies in the consumer mobile app, digital media, SaaS platform 
and/or advertising/AdTech space. 
 

● Experience in Human Relations or Public Relations 
 
 
A Good Time to Join 
 
We are a venture-backed startup positioned for rapid scaling and revenue growth. We 
believe our success is all about having a great team and culture, and as much about we are 
“being” as what we are “doing”. We’re proud of the supportive, kind, creative, collaborative, 
cross-disciplinary, and diverse culture we built on Zoom and Slack during the Pandemic, 



where 100% of our team members say Podopolo is the best place they have ever worked. 
We’re now entering a rapid phase of growth as we grow our sales, marketing, and 
operational teams to match the excellence of our product and engineering teams. Because 
our culture is still developing, you'll have the freedom to help take it to the next level; at the 
same time, the fruits of your contribution will reach millions of people right away. This 
combination is rare and satisfying. 
 
Why join us? 
 

● Competitive base with accelerated commission, bonuses, and equity 
● Excellent health, dental, vision and other benefits 
● Accelerated career growth and investment in your learning and development 
● Flexible work environment 
● Emphasis on results, not how or where you get it done  
● Great people! 
● A big mission to do good in the world! 

 

 
Apply Now Here 

 
 
 
Podopolo is a social impact company, committed to donating or investing 10% of its earnings 
to innovative startups and charities worldwide dedicated to solving some of the world’s most 
pressing challenges. Podopolo offers equal employment opportunities to all applicants and 
employees. We are an LGTBQ-affirming, interfaith company committed to social justice, 
including women's rights, racial equality and equity, civil rights, disability rights, immigrant 
rights, and environmental justice. We encourage candidates who share these commitments 
and who have demonstrated capacity for thriving in and creating inclusive cultures and 
working effectively across differences to support an increasingly diverse clientele to apply.  
 
 
 
 


