RI Coalition Against Domestic Violence

JOB DESCRIPTION
Position: Deputy Director 
Summary:
The incumbent serves as a senior member of the management team and supports the Executive Director and brings their own expertise and experience to the collective task of fulfilling RICADV mission. The Deputy Director works with the Executive Director to secure resources, build capacity and provide leadership to the organization. The Deputy Director responsibilities will include operational and administrative oversight, program management and grants management. 
This is a full time position. 

Specific Responsibilities

· Provide oversight and support to RICADV management team and programming to ensure strong competency and growth in such areas as prevention, legal advocacy, member organization training, technical assistance and all other areas of the organization.
· Provide operational oversight to the management team to ensure a culture of support, accountability, clear communication and strategic use of resources. 
· Grow and strengthen the organization, while cultivating staff to continue RICADV commitment to ending domestic violence.

· Administer everyday functions for organization and coordinate with executive director to implement all administrative strategies within required timeframe.

· In collaboration with the executive director, provide strategic leadership and management of the organization including program planning, development, budget and financial oversight. 

· In collaboration with the executive director, prepares federal, state and private foundation grant proposals to secure funds for RICADV and its member agencies; researches prospective grant proposals. 
· Ensure compliance with organizational and funder requirements.

· Monitor compliance with member programs to the various funding sources, as well as, monitors contractual obligations and ensure that all quarterly, semiannual and annual programmatic reports required by funders are submitted accurately and on time.
· Manage the agency’s comprehensive grants calendar of deadlines and submissions
· Lead and coordinate onboarding activities including staffing logistics, employee recruitment, coordinate interviews, candidate communication, new hire orientation, and training.
· Maintain employee benefits (enrollments, terminations, changes) and other HR reporting requirements; deliver mandatory documents to all required employees

· Research HR issues to document compliance with applicable laws and policies; provide research findings and recommendations in response to emergent HR issues; stay current with changing employer responsibilities.

· Assist with evaluation processes as needed and provide support for employee performance, discipline, and termination issues including unemployment claims; prepare exit paperwork for terminations.

· Special Projects: Handle projects as requested by the Executive Director
Reports to:  Executive Director

Supervises:  Program Directors  
Requirements

The Deputy Director must have a minimum of five years’ experience in the field of domestic violence prevention/advocacy, or comparable experience; excellent interpersonal, writing, networking, communication, and organizational skills required. Proven experience working with staff supervision, computer knowledge necessary and some travel required. Ability to work independently, take initiative, and work as part of a team required. The successful candidate is a dynamic Director and collaborative leader who is committed to building on the organization’s strengths
