JOB DESCRIPTION
Position: 
Deputy Director


Reports to:
Executive Director

__________________________________________________________________

Primary tasks: (job results)

This is a responsible professional level position which includes the day to day management of programs, public relations, and maintains direct contact with the Executive Director.

Essential Functions: General duties to complete tasks above)
· Is receptive to board member ideas and suggestions

· Makes sound recommendations for board action

· Maintains a friendly courteous attitude toward board members, staff and clients

· Facilitates the decision-making process for the board

· Accepts board criticism as constructive suggestions for improvement

· Gives constructive criticism in a professional manner

· Follows up on all problems and issues brought to his/her attention

· Provides guidance and monitors contractors (legal, policy, newspaper)

· Encourages staff development and deals with staff honestly and fairly

· Other tasks as necessary to successfully administrate the agency programs

Skills: (skills required to do the job)

· Serving at the discretion of the Executive Director

· Providing support to staff and assisting in training

· Reviewing and verifying program activities and reporting to Executive Director of the status of each

· Attending meetings and conferences when requested on behalf of the Executive Director

· Assisting Executive Director and administrative staff in development of new programs and the submission of new contracts

· Providing directorship in programs that may be assigned to the position

· Providing agency direction during absence of Executive Director

Required Skills:

· Computer knowledge and office skills

· Excellent supervisory and public relation skills

· Self starter and motivator to assist staff

· Staff development skills

· Professional dress and appearance

· Strong supervisory skills

· Grant writing and program administrative experience

Physical Requirements

· Ability to travel within and out of the region

· Flexible Hours

· Ability to lift up to thirty pounds

Education/Training/Requirements:

· Bachelor's degree in administrative field or any equivalent combination of experience and training which provides the required knowledge, skills and abilities of the position. 

· A minimum of five years successful administrative position and program development

· Excellent oral and written communication presentation skills, bilingual helpful
· Excellent credit references, be bonded and pass security check.
I have read the description of the job as presented and agree that I can successfully fulfill these requirements.

(signed) ___________________________________________ (date)____________
