
Colorado Nurses Association
Deputy Director Position Description
The Deputy Director will serve on a part-time basis in a developmental and association administrative role for CNA. May act for the Chief Staff Officer/Executive Director (CSO/ED) in his or her absence. May be assigned specific strategic management, administrative, or program.  The position is designed to support successful succession planning for the CSO/ED position.
Collaborates with CSO/ED and membership regarding the focus and direction of several association programs or functional areas, (i.e. membership and marketing or education and meetings, and advocacy). May provide staff support to board and assigned association committees. May serve as a spokesperson in areas of expertise.
QUALIFICATIONS:  RN and graduate nursing education required. Candidates will demonstrate strong interest in communications, organizational dynamics, fiscal management, resource development and maintenance, agency and program planning, public relations, and technology services.
SUMMARY:  The Deputy Director serves an associate to the CSO/ED and is responsible to the CSO/ED and membership for the effective conduct of the affairs of the Association as demonstrated by the following core functions.

I. Leadership and Management

1.) Reports to the CSO/ED

· Serves as associate in support of communications and meeting planning for Board of Directors, committees, district associations and special interest groups, advisory and networking teams and the general membership.

· Attends Board of Directors meetings for CNA.

· Participates in ANA related Staff functions.

2.) Collaborates with Ngage on association and project priorities

· Attends weekly Ngage staff meetings. 

· Collaborates with Ngage on ensuring support for all CNA committees, district associations and special interest groups, advisory and networking teams and the general membership.

· Establishes and implements administrative policies and procedures for CNA staff and membership within the framework of Association bylaws and policy.

II. Financial and Legal 

1.) Supports the preservation of the fiscal and legal integrity of CNA.

2.) Builds competencies to understand and manage the finances of CNA that includes monthly/quarterly reviews, preparing and implementing the annual budget and long-range forecasting of staff, equipment and program needs.
3.) Approves all purchasing of equipment and supplies within the framework of the annual budget approved by the Board of Directors.

4.) Collaborates with Ngage accounting staff and CNA Treasurer, and CNA CSO/ED on quarterly financial reports according to common fiduciary and regulatory standards.

III. Communications

1.) Administers an effective internal and external public relations program that is responsive to the needs of the membership.

2.) Collaborates with CSO/ED and Ngage on all media communications – both social media and public speaking engagements

3.) Collaborates with CSO/ED to approve all written public relations material printed by CNA.

4.) Serves as executive editor of the Colorado Nurse.

IV. Advocacy and Engagement (Public Awareness)

1.) Assists the CSO/ED to implement the resolutions, policy, statements and goals, set forth by the CNA Membership Assembly and the Board of Directors.

2.) Supports the CSO/ED in the administration of effective government affairs and political action programs to represent the interests of the membership through CNA lobbying efforts.

3.) Cultivates appropriate relationships with other associations, health care agencies and public service organizations to enhance the image of the association and attain its objectives.

4.) Develops relationships with internal and external stakeholders.

V. Membership and Development

1.) Collaborates with CSO/ED and Ngage team on an effective program of membership marketing, member services and member benefits.

2.) Builds competencies to oversee and ensure effective accredited provider services consistent with the objectives of the CNA 

3.) Supports the annual conference that includes programs, exhibits, continuing education offerings in collaboration with the Planning Committee and Ngage staff.

5.) Assists in the direction of the annual Colorado Nurses Day at the Capitol.

Qualifications and Skills

Registered Nurse with minimum of graduate degree in nursing.
Prefer membership with Colorado Nurses Association
Demonstrated commitment to the profession of nursing.

Adaptability in a rapidly changing professional environment. 

Ability to analyze and synthesize emerging trends and issues. 

Skilled in oral and written communication.

Excellent presentation ability.

Excellent interpersonal relationship skills.

Experience in program planning and finance management.

Ability to travel and work flexible hours, including intermittent weekends
Hybrid work available dependent on member services.

Commitment to personal professional development.

Ability to transport self to office and offsite locations.

Computer proficiency.


