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DUAL DIAGNOSIS ANONYMOUS OF OREGON, INC.

ASSISTANT DIRECTOR JOB DESCRIPTION

	Job Title: Assistant Director
	Position: Non-Exempt 

	Job Location: Primarily Portland and Throughout Oregon
	Reports to: Executive Director 

	Hours/Wage: Full-time starting Salary $77,000 to 85,000 yr.

Medical, Dental, PTO, and simple IRA per acceptance letter agreement.

	Date prepared:  July 2023
Send resume-cover letter-references- support letters to:

Contact: carolynm@ddaoforegon.com
Phone: 503 449-2079 


General Description: This leadership position supports the organization to develop and maintain a network of DDA programs to carry our message of hope and recovery to persons who suffer from the effects of dual diagnosis (DDA’s 5th Tradition). 
This 40-hr. + week salary position with some travel and occasional evenings and weekends. 
Essential Responsibilities:
Works in direct collaboration with the Executive Director to monitor and oversee the completion of the OHA Grant Agreement’s activities and compliances:

The recipient’s program will consist of the following components:

a. Serve as a distribution center from the DDA Central Office to provide ongoing education, technical assistance, meeting and group literature, and support to organizations and individuals in need of mental health and addiction recovery supports, including, but not limited to, OHA-approved Integrated Co-Occurring Disorders provider organizations and program participants.

b. Collaborate with Coordinated Care Organizations; hospitals; resource, crisis, and treatment centers; and institutions (e.g., jails, prisons, and parole and probation) to be a vital part of the continuum of care for individuals with mental health and addiction issues, including, but not limited to: OHA-approved Integrated Co-Occurring Disorders provider organizations and program participants.

c. Facilitate at least four regional fellowship gatherings per year. Regions will consist of groups of Individuals served by Integrated Co-Occurring Disorders

providers. Regions will be determined by OHA but will not exceed five in total.

d. Utilize the Recipient’s staff and volunteer base to mentor, support, and offer individual and group care and provide services to dually diagnosed individuals and the provider organizations caring for them, including, but not limited to, OHA approved Integrated Co-Occurring Disorders provider organizations and program participants.

e. Participate in Integrated Co-Occurring Disorders outcomes and program evaluation studies conducted by OHA through study facilitators.

f. Participate in Integrated Co-Occurring Disorders Community of Practice Groups facilitated by the OHA Integrated Co-Occurring Disorders Team.
g. Management of the outcomes and reporting for the OHA-ICOD grant

h. Assists in the reporting, management, and renegotiation of current contracts.

 i.  Strategize with the executive director and board to identify new contracting sources and assist in securing the same.

 j. Assists in maintaining the Fidelity of the Dual Diagnosis Anonymous program and associated evaluations.

k. Maintains the company brand, marketing materials, social media presence, and website.

 l. Assist with seeking out in-kind and hard donations for use in pursuit of the mission of DDA.

m. Experience with supervision skills as well as peer support management is a plus!
Secondary Responsibilities

Interpersonal

Network with State and County Addictions and Mental Health Staff, Departments of Corrections, Psychiatric Security Review Board (PSRB), State and local community mental and addictions providers, as well as DDA paid and volunteer staff and consumers. 
 Behave Ethically: Understand ethical behavior and business practices and ensure that your behavior and the behavior of others are consistent with these standards and align with the organization’s values.
Mental/Emotional Demands
The position requires the ability to work with persons from a wide range of backgrounds, ethnicities, and cultures, including various levels of mental illness.  The assistant director must maintain professional boundaries in relationships with consumers and staff. 

Physical Demands

Moderate travel throughout the state (reliable car and insurance).
Work environment

Monday through Friday, with occasional evenings and weekend hours.  The Assistant Director will need to have access to an office and computer but will also be responsible for maintaining the calendar and data while working at the office, at home, or on the road. 
Knowledge, Skills, and Abilities: 

1) Ability to communicate effectively and provide leadership to staff, consumers, and the general public by telephone, email, and in person. 

2) Ability to consistently multi-task, organize, communicate, and prioritize workload.  
3) Ability to work effectively with a diverse population, other staff members, and consumers.
4) Ability to analyze problems, develop creative solutions, and help manage contract budgets and compliances. 
5) Complete timely reports and other critical correspondence.
Minimum Qualifications:   
1) BA & CADC preferred; experience may substitute for education.
2)  Clear communication skills and professional demeanor.
3)  Minimum of two years of management experience.
4)  Strong Knowledge and understanding of the value of 12 12-step programs for persons in recovery. 

5) If in recovery from a cooccurring diagnosis, at least two years of verification of continual sobriety and mental health stability.
6)  Driver’s License and car insurance required.

7)  Will require a background check for institutional access.
Other Requirements:   

1) Complete DDA’s New Employee Orientation and 12 steps plus 5 competencies documentation.
2) The job incumbent must be able to operate computer hardware and software at a level needed to perform job functions effectively.  This includes entering, retrieving, and preparing reports (Excel, Word, QuickBooks, Publisher, and PDF preferred).
3)  Must have a general understanding of cultural differences and a strong appreciation of and respect for other cultures.  
Physical Requirements: 

For each item listed, indicate its approximate frequency: 

	ITEM
	NEVER
	OCCASIONALLY
	REGULARLY
	CONSTANTLY

	Sitting
	
	
	X
	

	Keyboarding
	
	
	X
	

	Standing
	
	X
	
	

	Walking
	
	X
	
	

	Bending
	
	X
	
	

	Stooping
	
	X
	
	

	Lifting
	
	X
	
	

	Climbing
	
	X
	
	

	Crouching
	
	X
	
	

	Reaching
	
	X
	
	

	Visual
	
	
	X
	

	Driving
	
	
	X
	

	Running
	X
	
	
	

	Talking
	
	
	X
	

	Hearing
	
	
	X
	


The above accountabilities represent work performed by this position and are not all-inclusive.  The omission of specific accountability will not preclude it from the position if the work is similar, related, or a logical extension of the position.

Employment with Dual Diagnosis, Anonymous of Oregon, is "at-will." This means employees are free to resign at any time, with or without cause, and Dual Diagnosis Anonymous of Oregon may terminate the employment relationship at any time, with or without cause or advance notice. As an at-will employee, it is not guaranteed, in any manner, that you will be employed with Dual Diagnosis Anonymous of Oregon for any set period. The contracts and administrative priorities will determine the workweek. Holidays are paid consistent with state employees’ holidays, including the day after Thanksgiving and the employee’s birthday.
Dual Diagnosis Anonymous Oregon is an Equal Opportunity Employer. Employment opportunities at Dual Diagnosis, Anonymous of Oregon, are based upon one's qualifications and capabilities to perform the essential functions of a particular job. All employment opportunities are provided without regard to race, religion, sex, gender identity, pregnancy, childbirth, or related medical conditions, national origin, age, Veteran status, disability, genetic information, or any other characteristic protected by law.
Please sign below acknowledging receipt of this description: 


Employee Name (Print)





Employee Signature/Date

Executive Director (Print)




Executive Director Signature/Date
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