EXECUTIVE DIRECTOR JOB DESCRIPTION

The Executive Director is the key management leader of the Alabama State Board of
Occupational Therapy. The Executive Director is responsible for overseeing the administration,
financial operations, and strategic plan of the organization. Other duties include meeting
organization, processing initial licensure applications and license renewals, student outreach,
and strictly adhering to state laws and guidelines. This position reports directly to the Board
which consists of five members.

GENERAL RESPONSIBILITIES:

1) Board Governance: Works with the Board to fulfill the organization’s mission.

e Responsible for leading ASBOT in a manner that supports and guides the
organization’s mission as defined by the Board’s Statutory Authority.

¢ Responsible for communicating effectively with the Board and providing, in a
timely and accurate manner, all information necessary for the Board to
function properly and to make informed decisions.

e Responsible for strictly abiding by State laws and guidelines and executing
them in a proper manner.

2) Financial Oversight and Viability: Monitors sufficient resources to ensure the financial
health of the Board’s operations.

e Responsible for the fiscal integrity of ASBOT, to include submission to the
Board of a proposed annual budget and monthly financial statements, which
accurately reflect the financial condition of the organization.

e Responsible for fiscal management that generally anticipates operating within
the approved budget, ensures maximum resource utilization, and maintenance
of the organization in a positive financial position.

¢ Responsible for networking and developing relationships with other state
financial entities to ensure funds necessary to support ASBOT’s mission are
correctly handled.

3) Organization Mission and Strategy: Works with Board and staff to ensure that the
mission is fulfilled through proper resource allocation, strategic planning, state
association and student outreach, and legislative monitoring.

e Responsible for implementation of ASBOT’s programs that carry out the
Board’s mission.

e Responsible for strategic planning to ensure that ASBOT can successfully fulfill
its mission into the future.

¢ Responsible for the enhancement of ASBOT’s image by being active and visible
in the occupational therapy community and by working closely with other
professional, national, and academic organizations.

4) Organization Operations: Oversees and implements resources to ensure that the
operations of the organization are appropriate and properly functioning.
¢ Responsible effective administration of ASBOT operations.



¢ Responsible for the hiring and retention of competent, qualified staff.

e Organizes and executes travel forms/documentation for personnel and Board member
travel.

e Responsible for signing all documents, contracts, invoices, forms, and other formal
materials made and entered into and on behalf of the Board.

Day-to-Day Job Responsibilities:
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Planning and operation of annual budget.

Establishing employment and administrative policies and procedures for all Board
functions and the day-to-day operation of the Board.

Serving as ASBOT’s primary spokesperson to the organization’s constituents,
licensees, and the media.

Establish and maintain relationships with various organizations throughout the state
and utilize those relationships to enhance ASBOT’s mission.

Report to and work closely with the Board to seek their involvement in policy decisions,
allocation of funds, and to increase the overall visibility of the organization throughout
the state.

Supervise and collaborate with staff and approve personnel forms.

Oversee the organization at Board and committee meetings.

Oversee reports, statements, Board member correspondence, and other communication
efforts.

Review, approve, and implement contracts for services.

Plan OT/OTA collegiate program student visits, board and personnel travel, state
government meetings, and attend state/national conferences.

Submit annual, audit, and legislative reports to the proper state governing authorities
Maintain office supplies and resources to properly carry out Board functions.

Drafting official Board correspondence and effective communications with all Board
members.

Collaborate with the Attorney General’s office for legal concerns and
complaints against licensees.

Oversee the Wellness Program for impaired practitioners.

Monitor legislation that might impact the practice of occupational therapy.
Other duties as assigned by the Board and governing state authorities.

General Professional Qualifications:

¢ Administrative management and regulatory board licensing experience

e Experience with State procurement, personnel, property, and finance laws

e Budget management skills, including budget preparation, analysis, decision
making, and reporting

e Complete understanding of ASBOT rules and regulations

e Thorough knowledge of official/legal document creation and correspondence

¢ Strong organizational abilities including planning, delegating, and task
facilitation

e Understanding of HIPAA law/violations regarding patient safety



e Skills to organize and carry out Administrative Hearings

e Ability to convey a vision of ASBOT’s strategic future to Board members, staff,
and public

¢ Knowledge of licensing, regulation, and the effects on public safety

¢ Hands-on, transparent, and high integrity leadership

e Time management for busy periods including license renewals, deadlines, and
fiscal year end

e Skills to collaborate with and encourage staff and other state governing
authorities

e Strong written and oral communication skills including public speaking ability

¢ Ability to interface and engage students and occupational therapy career
prospects

e Demonstrated ability to oversee and collaborate with staff

¢ Available for in state and out-of-state travel including weekends

e Complete and pass all State required security/background checks.

Salary: Commensurate with experience within pay range #79 ($58,111.20-597,716.00)
annually.

How to Apply

Submit a resume, cover letter, and three professional references by email to
adhamnla@yahoo.com

Subject line should state: ABOT Executive Director

Applications will be accepted through June 30, 2026.
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