
 

 
 

Position Profile 
Chief Administrative Officer 

Raleigh, North Carolina 
 
Organizational Overview 
Addiction Professionals of North Carolina (APNC) is the leading voice for driving the addictions 
field forward. We are a membership organization that drives high standards in professional 
development, innovative addiction programs, and advocates for better health policy. We 
advocate for policies to ensure equitable access to prevention, treatment, recovery, and harm-
reduction services and promote a greater understanding of addiction issues. 

 
The unrelenting addiction epidemic and North Carolina’s evolving continuum of care require 
deliberate education and vigilant advocacy. Innovation and challenging the status quo to secure 
the right support and services where need exist has never been more critical. APNC is a unique 
opportunity to impact how we address prevention, treatment, recovery, and harm reduction. 
APNC is a 501(c)(6) nonprofit organization, leading the movement to transform NC’s systems of 
care into a culture that promotes wellness for individuals with substance use disorder, their 
families, and their communities.  
 
In the past three years, the organization has seen dramatic growth going from a budget of 
$500k and four employees to a budget of $3M and sixteen employees. Relationships have also 
grown through working with experts from across the country.  
 
To learn more about APNC, visit their website at: www.apnc.org 
 
The Leadership Opportunity 
The Chief Administrative Officer (CAO) will partner with the Executive Director on all internal 
leadership activities. This individual will be tasked with building collaborative partnerships 
within the organization and with external stakeholders focused on promoting community-
based recovery supports and opportunities for people living with substance use disorder in 
North Carolina. 

 
The CAO will oversee a budget of 3M and lead a workforce of <13 program and communication 
staff and contractors that are varied in their credentials and expertise.  Serving as a member of 
the senior leadership team and reporting to the Executive Director, the CAO will be a critical 
liaison between the Executive Director and program staff. The key areas of responsibility 
include: 
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Leadership and Administration  

• Partner with the Executive Director in all internal leadership activities.  

• Identify opportunities, craft, and execute business plans for strengthening APNC programs, 
determining and overseeing strategic expansion of select offerings. 

• Participate and at times, lead, ongoing strategic planning efforts that strengthen the 
organization’s structure, sustainability, and impact in the communities it serves.  

• Interface and build trusting relationships within the organization, including staff, as well as 
external entities such as local and state coalitions, local and state officials, and other key 
stakeholders.  

 
Program Planning 

• Develop thought leadership and strategic direction in Recovery and Substance Use 
Disorder (SUD) topics and emerging practice areas. Oversee a diverse service line 
including programing focusing on prevention, treatment, and recovery.  

• Share in knowledge dissemination, program reporting, and communications. 

• In partnership with the ED and CFO, ensure all contract and grant reporting requirements 
are being met.  

• Identify best practices and improve internal systems with an eye toward future needs 
and budget realities.  
 

Staff Supervision 

• Lead, prepare, empower, delegate, and evaluate the performance of a diverse team of 
professionals. Ensure staff receive effective orientation, training, and performance 
management.  

• Build and maintain strong professional relationships and create a trusting work 
environment. 

 
Communication 

• Model transparent and open communication.  

• Interpret laws, policies, and procedures quickly and succinctly to assure timely, 
consistent, and accurate implementation.  

• Build collaborative partnerships across inter-disciplinary teams with stakeholders 
focused on promoting community-based recovery supports. Represent APNC at 
meetings, conferences, and other public venues.  
 

 
 
 
 
 
 
 
 



 

Key Attributes and Qualifications: 

• Genuine interest in and passionate commitment for North Carolina’s Prevention, Harm 
Reduction, Treatment, and Recovery Resources. 

• Prior leadership experience in healthcare or behavioral health.  

• Ability to communicate in complex conversations and manage relationships with 
diplomacy. 

• Supervisory experience and staff management. 

• Outstanding written/verbal communication skills. 

• Impeccable attention to details and the ability to move initiatives forward.  

• Experience in leading and participating in strategic planning processes and 
implementation. 

• Extensive knowledge and experience managing similarly sized and constructed budgets 
and executing key business functions.  

• Analytical skills to evaluate data and make operational decisions. 

• Ability to work in a fast-paced environment and be flexible in handling changing 
priorities. 

• Demonstrated ability to build rapport with local law enforcement, EMS, addiction 
service providers, faith communities, criminal justice system workers, etc. 

• Strong public speaking skills. 

• Master’s Degree in Social Work, Human Services, Business Administration or Public 
Administration preferred.  

 
 
Salary and Benefits:  
Salary range is expected to be between $80-85k. APNC has a generous benefits package for full-
time employees with Medical, Dental and Vision coverage available. Additional benefits include 
Life Insurance, up to a 3% 401k match, cell phone stipend, 15 days of vacation, and 12 paid 
holidays.  
 
 
Application Process: 
Armstrong McGuire & Associates, based in North Carolina is conducting this search in 
partnership with APNC leadership team. To apply, click on the link to the Addiction 
Professionals of North Carolina position profile at www.ArmstrongMcGuire.com/apply. You will 
see instructions for uploading your cover letter, resume, and professional references. In case of 
any technical problems, contact katie@armstrongmcguire.com. No phone calls please, and no 
applications will be accepted through third-party sites.  
 
The preferred application deadline is October 10, 2021, but applications will continue to be 
accepted until the position is filled.  
 
APNC is an equal opportunity employer.   
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