Deputy Executive Director
Position Description:
Association Management Company located in Sacramento, seeks a full-time deputy executive director for multiple
professional associations.
While many non-profit organizations have a board of directors, these individuals typically serve in only a very
broad advisory capacity. Oversight on how the organization accomplishes its goals and its day-to-day operations is
u centralized with an executive director. The deputy executive director will assist the executive director by helping
to supervise and guide the various departments of the non-profit, serving as the second-in-command of the group.
Typically, the executive director works with his or her Board to create broader initiatives within the non-profit. It
then falls to the deputy executive director to put these ideas into practice and ensure are implemented and
executed according to the executive director and volunteer leadership's vision. Because non-profit organizations
typically rely on fundraising and outside donations for their operating capital, the deputy executive director of such
an organization should also expect to make public appearances and present the vision and work done by the
enterprise to larger groups.
Deputy Executive Director, Non-Profit Organization Tasks
• Communicate organization goals and operational plans to all levels of the organization and to
•
•

donors.
Assist the executive director with strategic planning and coordination of the organization’s
programs, projects, and policy positions.
Manage the organization in the absence of the executive director.

Responsibilities include management of all aspects of the association including; oversight of support
staff, outside government advocacy activities, membership development and retention, as well as dayto-day operations and the governance services of the associations.
Applicants should have a strong background in association management. Knowledge / background in
healthcare is preferred. He or she must possess strong skills related to fulfilling the vision and purpose
of a 501(C) 6 organization, with an emphasis on membership growth and retention.
Required Skills and Background:
- Four-year degree is preferable or at least three years experience in a similar position.
- Self-starter.
- Proficient in Microsoft Office Suite and Adobe Suite.
- Ability to work in a team environment as well as independently.
- Strong communication and marketing, writing and public speaking skills.
- Ability to develop/build interpersonal relations with targeted audiences, members and constituents.
- Strong organizational, planning and follow-through skills.
- Internet proficiency with mail merge functions, broadcast and individual e-mail ability, including
support documents.
Salary DOE:
The position is paid a competitive salary and benefits package including medical, dental, vision, life
insurance, and matching retirement.

