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JOB SUMMARY:

The Executive Director (ED) manages and administers the office of the North Carolina Board of Recreational Therapy Licensure (NCBRTL), an occupational licensing board of the state of North Carolina.  Work performed is directed by NCBRTL and supervised by the Chair of NCBRTL with the ED serving as the spokesperson for assigned duties. Duties involve completing tasks assigned by the Board and the Chair of NCBRTL, including, but not limited to budgeting; oversight of contractual staff; deposit of fees received and payment of expenses; drafting and implementing policies and procedures; reviewing licensure applications, renewals and maintenance to determine completeness and preparing submissions for review by the Board; and conducting inquiries as an aspect of board investigations of suspected violations.  Work also involves the development, presentation, evaluation, and supervision of continuing education training programs for recreational therapists and responding to inquiries from applicants and licensed recreational therapists about Chapter 90C and approved rules (21 NCAC 65). The ED is responsible for monitoring and responding when needed to all legislative actions that may affect OLBs (Occupational Licensing Boards) including proposed regulations and networking with other licensing boards on contemporary issues. The ED is cognizant of Rules Review and Ethics Commission regulations for OLB’s and submits required paperwork by deadlines to assure compliance with required filings.
EDUCATION/EXPERIENCE:

Executive Director must be a Licensed Recreational Therapist (LRT) in good standing with the State of North Carolina Board of Recreational Therapy Licensure and meet the education, supervised clinical experience, and other requirements, including practice in accordance with professional standards of practice and codes of ethics, of the North Carolina Board of Recreational Therapy Licensure (NCBRTL). The individual must have a minimum of two years of directly related, progressively responsible experience and demonstrated advanced recreational therapy practice, leadership and management skills.  The individual must be able to travel within the State of North Carolina including Raleigh to provide licensee continuing education sessions, meet with governing agencies and legislators, and represent NCBRTL at assigned functions. A masters’ degree in recreational therapy, therapeutic recreation or health care management is required.

ESSENTIAL FUNCTIONS:  
1. Aides the Board and stakeholders in interpretation and enforcement of  Chapter 90C, Rules,  governing policies, standards of practice, and code of ethics promoting consumer protections

Researches and provides information to Board members

Provides materials for Board actions and meetings
Creates systems to track Board actions from committees and meetings

Implements established Board policies
Provides consultation and interpretation of laws and rules covering practice to licensed individuals, schools/universities, employment agencies, consumers and other stakeholders to assure competent service delivery

Participates in Board meetings, committee meetings and strategic planning sessions
Proactively informs Board of emergent issues and workflow concerns and identifies solutions for action
Recognizes and responds expediently to any potentially dangerous situations putting consumers at risk

2. Interfaces with licensees/applicants and manages all aspects of the application and renewal process to assure individuals who are eligible obtains licenses in timely manner and in compliance with Chapter 90C and Rules
Serves as subject matter expert on law and rules related to licensure

Responds to inquiries from stakeholders and provides communication to and between the Board on matters
Receives and completes initial review of applications to assure compliance with established standards and requests clarification or missing materials from applicants as identified
Prepares application packets for review by the Board and reports any potential or suspected violations for Board action

Conducts inquires and gathers information as directed by the Board related to investigations of suspected violations of Chapter 90-C and the Rules

Communicates Board decisions regarding actions to applicants/licensees

Maintains licensee files including disciplinary actions

Posts approved license materials to website
Develops and implements methods to improve efficiencies and stakeholder service
3. Manages financial operations and daily business functions
Plans and develops recommended annual operating budget in collaboration with the Vice Chair and Treasurer of NCBRTL and submits to Board for approval

Maintains accurate accounting of NCBRTL revenue and expenses in accordance with approved operating budget
Disburses payments upon due dates for all purchases and expenses as directed by the Board
Organizes and maintains NCBRTL business and licensee files, equipment and supplies

Recruits, selects, hires, orients/trains and supervises any contractual employees hired by the Board
Prepares files and provides required reports to accountant for annual audit

Completes and submits annual reports to Office of State Budget and Management; Secretary of State; NC Controller Office; Attorney General; Joint Administrative Procedure Oversight Committee; NC Association Of Insurance Agents; and other state agencies as required
Reports licensee violations to the National Practitioner Data Bank and the Healthcare Integrity and Protection Data Bank and to other credentialing, state or federal agencies as indicated
Assures website has current and accurate information

Assures management controls are properly instituted and safeguarded to secure assets

 4.   Promotes professional growth and coordinates educational opportunities for licensed 

recreational therapists, licensed recreational therapy assistants, students, and employing agencies

Develops, presents and evaluates training for continuing education and/or remediation
       Maintains records of training provided

Develops, presents and evaluates continuing education related to licensure laws, rules and related information

Provides presentations at schools, universities and professional conferences informing stakeholders of licensure requirements

Represents Board at assigned community based events
5.   Serves as a spokesperson for NCBRTL as directed by the Board and utilizes effective and efficient  
       communication skills to promote the mission and operating requirements of NCBRTL
Serves as a cooperative liaison between the Board and stakeholders and communicates in a professional and timely manner
Develops and disseminates information and coordinates events for public information purposes
Maintains effective working relationships with credentialing, accreditation and membership organizations representing the profession, healthcare, allied head and public service entities

Serves as NCBRTL representative to Office of Administrative Hearings (OAB) and Rules Review Commission (RRC) as Rule Coordinator and in role attends trainings and meetings; prepares draft rules for Board consideration; and presents suggested rules to RRC

Serves as NCBRTL liaison to the NC Ethics Commission and in role attends training and meetings; informs Board of requirements; and maintains records of Board members compliance with training requirements

Serves as NCBRTL representation to NC Information Technology Systems and assures website is in compliance with state requirements
Serves as NCBRTL Lobbyist Liaison and in role retains registration and submits required reports to the Secretary of State

Participates in meetings and educational sessions with other licensed boards within the State and advocates for consumer protections

Meets with legislators and other governmental personnel on existing or proposed legislation impacting the delivery of recreational therapy services

Provides technical assistance to other healthcare professionals, organizations and agencies
Promotes the value of recreational therapy licensure and provides positive perception of NCBRTL and profession 
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
Advanced knowledge of and skill in complying with North Carolina General Statutes, Chapter 90C, and North Carolina Administrative Code, 150 B North Carolina Office of Administrative Hearings procedures and laws, and North Carolina Occupational Licensing Boards, 93B. Ability to monitor updates to laws and regulations and react to proposed or enacted changes
Considerable knowledge of recreational therapy and therapeutic recreation theory, principles, techniques, methods and professional standards of practice, standards of regulatory agencies and laws related to the practice of recreational therapy in health care, private and public service settings

Ability to develop and maintain effective relationships with Board members, state governing agencies, and other stakeholders

Ability to assume responsibility for successfully accomplishing work objectives and delivering desired outcomes

Knowledge of political and legislative processes and ability to effectively communicate with decision makers

Skill in public speaking and written communication to represent and promote NCBRTL and the profession
Considerable knowledge and skill in office management procedures and office management software, including but not limited to, Word, Excel, Quick Books, Publisher, Adobe Acrobat and Outlook 

Ability to effectively supervise personnel and programs, develop and supervise budgets, and develop policies, procedures and practices to assure, that NC BRTL operates within approved budget and applicable laws, rules, administrative codes, policies, standards of regulatory agencies and applicable laws 

Ability to effectively integrate office operations and management with Board mission, vision, values and priorities

WORK ENVIRONMENT:

This position is not substantially exposed to adverse environmental conditions and routinely performs administrative work in an office setting
PHYSICAL REQUIREMENTS:
Amount of time spent performing the following activities:
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	100 lbs. maximum


The position may also require periodic travel to represent the Board at functions
This job description is an overall statement of responsibilities of this position. The incumbent may be requested to perform other related duties other than those described herein.


