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POLICY & PROCEDURE

SUBJECT:
Role Description - Management Personnel

A.  
Overall Purpose and Objectives of Role

1.  
Understands, upholds, and supports the mission, purpose, philosophy, objectives, bylaws, policies and procedures of the ONCB.
2.  
Demonstrates executive and administrative leadership.

3.
Recommends and implements organizational policy, procedures, and programs.

4. 
Implements and maintains effective office operations to assure attainment of organizational goals and services to key stakeholders.

5.
Works in partnership with the Board to ensure that ONCB is positioned to respond to a changing environment and key stakeholders.

6.
Represents ONCB at meetings and conferences.

7.
Provides sound financial management to meet the goals of ONCB.
B.  
Composition

1.  
Management

a.  
Selection method:  Management staff selected by the ONCB. 

b.  
Qualifications:  Contracted personnel with ability to fulfill listed responsibilities.  Other qualifications as determined by ONCB at time of search.

c.  
Ideal background:  Previous experience with certifying organizations; previous experience with health-related organization; ability to coordinate multiple projects.

C.  
Tenure

1.  
By contract, negotiated and approved by the ONCB and signed by the President 

D.  
Meetings

1 
Management personnel shall attend all ONCB meetings.

2.  
Management personnel shall attend other meetings as requested and approved, and designated in contract.

E.  
Responsibilities of Role

1.  
Oversees examination maintenance activities.
a.  
Coordinates timely activities related to the role delineation study for the certification examinations.

b.  
Completes timely accreditation and reaccreditation applications for certification examinations.
c.
Coordinates the biennial item writing workshop and subsequent activities with AMP and the Test Committee.
2.  
Works in partnership with the President, Board, committees, certificants, and vendors.


a.  
Provides oversight for all aspects of management and new project development.


b.  
Promotes orthopaedic nursing certification, and the vision and mission of ONCB.


c.  
Participates in the development and implementation of the strategic plan.


d.  
Provides the necessary liaison and staff support that enables Board members and 
other groups to perform their roles effectively and efficiently.


e.  
Coordinates the orientation of new Board members and volunteer leaders.


f.  
Supports the Board in continuing to improve its processes and governance.


g.  
Supports all ONCB committees and chairs.


h.  
Provides the tools and information needed by the Board to fulfill its fiduciary 
duty.


i.   
Coordinates specific projects and tasks as assigned by the Board.


j.
Coordinates reports as directed.

3.  
Represents ONCB at meetings and conferences in a positive, informed, and professional manner.


a. 
Provides ONCB representation as requested.


b.
Promotes the role and work of ONCB within the nursing and health care 
community to enhance the organization’s image and visibility.


c.
Cultivates and sustains key relationships with strategic partners, funders, and 
other stakeholders important to the achievement of the mission and goals of 
ONCB.


d.
Brings information and initiatives from meetings and conferences forward to the 
Board for possible action.


e. 
Provides information and conducts research regarding other certification bodies 
and procedures upon request.


f.
Recognizes and advises the ONCB and committee chairs of changing outside 
influences that may affect Board decisions.

4.
Directs and manages all operational activities of the organization within the guidelines established by Board-approved bylaws, policies and procedures.

a.
Maintains consistent and timely communication with the President and Board 
regarding the status of the organization, resources, contracts, certificant relations, 
and general operations.
b.
Directs activities of any subcontracted vendors and employees.

c.
Appoints, manages, and evaluates any other management personnel.

d.
Assures compliance with appropriate laws, regulations, and standards of 
professional conduct.
e.
Establishes and implements communication procedures which ensure that the 
Board, committee members, and other key stakeholders receive timely and 
accurate information.

(1)  Oversees the development and dissemination of a newsletter, as budgeted.

(2)  Oversees the maintenance of the ONCB Web site.
f.  
Provides for appropriate staff support of all committee activities, including test 
development and recertification.
g.
Answers all routine correspondence and drafts correspondence for volunteer 
leaders as appropriate.
h.
Prepares records such as notices, minutes of meetings, resolutions and other 
official documentation for the Board.
i.
Prepares a draft of the annual ONCB budget in conjunction with the President 
and Secretary/Treasurer.

j.
Routinely evaluates and revises, as needed, office operations to ensure 
effectiveness and efficiency.

k.
Maintains official minutes of the Board and other official meetings of ONCB, 
provides security for all files, maintains appropriate database(s), and maintains 
all information in accordance with ONCB policies.
l.
Reviews role description and other policies and procedures every 2 years, and 
recommends changes to the ONCB. With the President (or designee), coordinates 
annual policy review/revision in accordance with policy 2d (Policy Review, 
Approval, and Maintenance).

m.
Recognizes and advises the ONCB and committee chairs of changing outside 
influences that may affect Board decisions.
n.
States opinions and reasoning on issues as requested, and supports and enacts all 

final decisions.
o.
Negotiates and secures all contracts for various outside suppliers.

5.
Provides for meeting planning.

a.
Collaborates with conferencing staff in arranging adequate housing and meeting 
facilities.
b.  
Coordinates the services of a meeting planner, as needed.
c.
Determines meeting sites in collaboration with the President.
d.  
Negotiates and contracts the most cost-effective hotel and other related rates for 
all meetings, within budget constraints.
e.
Develops meeting agendas in collaboration with the President.



f.
Coordinates the distribution of agendas and any related meeting materials to 



identified individuals.
g.
Assists the President in planning and conducting meetings of ONCB.


6. Provides for sound financial management of ONCB.

a.
Recommends changes in fiscal policies and implements policies and procedures 
related to financial activities.

b.
Investigates, recommends, and implements approved investment opportunities.
c.
Prepares a draft of the annual ONCB budget in conjunction with the President 
and Secretary/Treasurer.Disseminates monthly financial statements and any other 
financial information as requested by the Board.

d.
Provides for the preparation of an annual tax return and financial audit or review, 
using the services of an independent CPA firm approved by the Board.
e.
Manages the fiscal resources of ONCB appropriately.
f.
Serves as a resource for financial feasibility of projects.
g.
Collects recertification fees as determined by policy and procedure.
Administrative Assistant (if applicable; otherwise duties assumed by Executive Director)
a.  
Conducts day-to-day administration of ONCB business and services. This includes the smooth flow of communication  to appropriate personnel; all decisions concerning brochures, routine correspondence, ordering supplies, and responsibility for all office procedures.

b.  
Coordinates arrangements for examination sites with board and testing service. Works with test site contact persons in finalizing arrangements for exam. 

c.  
Implements timetable regarding all mailings with appropriate individuals.

d.  
Makes arrangements for board meetings; duplicates/distributes agenda, reports, minutes.



e.  
Attends all board/committee meetings as directed by Executive Director.

f.   
Coordinates and participates in certification and recertification process, issues certificates and other materials as appropriate.

g.  
Forwards decision of the Appeals Task Force and the ONCB to appellants.

h.  
Distributes new and revised ONCB policies to appropriate members.
