
EXECUTIVE DIRECTOR 





STATE BOARD OF OSTEOPATHIC MEDICINE 

To protect and safeguard the public by licensing and disciplining Doctors of Osteopathic Medicine, 
Physician Assistants and Anesthesiologist Assistants. 

The Nevada State Board of Osteopathic Medicine ("the Board") is seeking an Executive Director, who is 
appointed by the Board and serves at the pleasure of the Board. 

Duties and responsibilities include management of Board activities and functions, including, but not 
li•mited tOo:v ersee general agency operations 
• Implement Board Administrative Policies and Procedures 
• Understand and adhere to Nevada Revised Statutes (NRS) Chapter 633/Nevada Administrative 
Code (NAC) Chapter 633 and other applicable statutes and regulations 
• Manage office operations, including creating and maintaining official records, documents, and 
reports 
• Serve as Board liaison and spokesperson 
• Maintain and enhance relationships between the Board, state, local, and federal government 
agencies or representatives and allied professional and medical associations 
• Manage the contract preparation and submittal process 
• Prepare correspondence on behalf of the Board 
• Maintain and manage the office database and website 
• Ensure compliance with NRS 232.8415 and related regulations 
• Board Meetings: Prepare Board Meeting agendas, supporting documents, and minutes in 
accordance with the Nevada Open Meeting law (NRS 241); attend Board meetings; propose innovations 
to 
improve Board effectiveness and efficiency 
• Coordinate and manage statute and regulation adoptions/revisions 
• Oversee the licensing process in accordance with statutes/regulations 
• Oversee the Public Records requests in accordance with Nevada Public Records law (NRS 239) 
• Manage the Board complaint and disciplinary process 
• Ensure legislative and audit reports are submitted 
• Appear before the Legislature as need; maintain legislative oversight; assist with legislative matters 
• Work with bookkeeper and auditor with Board accounting functions 
• Prepare Board's monthly financials and annual budget 
• Hire, train, supervise, evaluate and discipline staff 
• Submit and oversee bi-weekly payroll 
• Maintain and revise Board and Personnel handbooks as needed 

N/A 



This position announcement lists the major duties and 
requirements of the job and is not all-inclusive. The 
successful applicant will be expected to perform 
additional job-related duties and may be required to 
have or develop additional specific job-related 
knowledge and skills. 

The Executive Director serves as the chief executive 
and administrative officer of the agency. The Executive 
Director performs such special projects and duties as 
may be assigned or required by the Board. The 
Executive Director plans, organizes, coordinates, 
directs, and evaluates programs, activities, and staff of 
the agency. This is an administrative position that 
requires management and office operations experience 
and attention to detail. The Executive Director must 
have financial management experience and expertise 
with Microsoft Office software (Word, Excel, 
PowerPoint, Teams, etc.); must be able to manage 
multiple projects and initiatives simultaneously. 

A Bachelor's Degree (B.S. or B.A.), from an accredited four-year college/ university is required; law 
degree or Master's degree (J.D., MPA, or MA level is preferred. 

Five years experience in state or other governmental agencies (preferably with occupational licensing 
boards) or a comparable level of experience and education and at least five years experience in the 
management and supervision of staff 

Hold or be able to acquire a valid Nevada driver's license. 

Strong written and verbal 
communication with Board, licensees, 
agencies, and public 

Clear, timely written reports 

Persuasive public speaking 

Sound judgment and decision-making 
under stress 

Knowledge of NRS/NAC Chapter 633 
and Board procedures 

Strong interpersonal and conflict 
resolution skills 

Proficiency with computer applications 
and databases 

Microsoft Office Suite, including Teams 

Salary range for this position is: 
$105,000 to $135,000 annually (DOE) on 
the Employer Paid Retirement schedule. 

Henderson, NV 89074 
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ATTENTION: Frank DiMaggio, Executive Director 
Nevada State Board of Osteopathic Medicine 

2275 Corporate Circle, Suite 210 
Henderson, NV 89074 
fdimaggio@bom.nv.gov 

mailto:fdimaggio@bom.nv.gov

