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This profile provides information about WAEPA and the position of Deputy Executive Director.  

The profile is designed to assist individuals in assessing their interest in, and qualifications for, 

the position.  The search for the Worldwide Assurance for Employees of Public Agencies 

Deputy Executive Director is being conducted by: 

Association Strategies, Inc. 

1111 North Fairfax Street 

Alexandria, VA  22314 

Telephone:  703.683.0580 

 

Applicants should submit a cover letter and resume to Association Strategies, Inc., web site:  

www.assnstrategies.com. To learn more about WAEPA, go to http://www.waepa.org. The 

deadline for applications is February 16, 2015 
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Worldwide Assurance for Employees of Public Agencies 

Deputy Executive Director Position Profile 

 
PROFILE METHODOLOGY 

 

The profile for the position of Deputy Executive Director was developed using organizational 

data and feedback from personal interviews with the organization’s staff and leaders. The 

interviews were conducted to identify and prioritize the skills, knowledge, experience, 

qualifications, and qualities required and desired in the Deputy Executive Director.  Information 

regarding activities and programs, organizational and cultural factors, and challenges and 

opportunities for WAEPA was also developed from the organization’s documents, web site, and 

interviews. 

 

ABOUT WAEPA  

 

The Worldwide Assurance for Employees of Public Agencies, (WAEPA) is a non-profit 

association founded in 1943 that provides access to products and services that promote the 

health, welfare, and financial well-being of its members, who are civilian federal employees and 

their families. WAEPA’s main product offering is group term insurance as WAEPA currently 

has approximately 42,000 members with this insurance coverage. WAEPA also offers other 

services, such as financial and retirement planning information, as well as a scholarship program 

for children of its life insurance policyholders. WAEPA’s goal, and the primary responsibility of 

the Deputy Executive Director, is to improve its operational infrastructure so it can support 

significant growth in its existing product lines as well as adding new products and services in the 

near future. Located in Falls Church, Virginia, WAEPA owns a comfortable office building with 

room for expansion in a mixed use neighborhood—part residential, part business.     

 

SUMMARY 

 

In collaboration with an experienced senior staff, the Deputy Executive Director will direct day-

to-day operations for membership services, financial management and reporting, office logistics, 

member billing, and information technology. The staff is highly skilled in the administration of 

the WAEPA group term life insurance project, but opportunities to develop new products and 

programs exist across the organization. The Deputy Executive Director is a visible senior 

leadership position responsible for driving oversight and implementation of the WAEPA 

strategic plan as it relates to the operations area.   

 

ROLE 

 

The Deputy Executive Director provides day-to-day management of WAEPA’s operational 

functions which include: Membership Services, Financial Management and Reporting, Office 

Logistics, Member Billing, and Information Technology. With a strong customer service 

orientation, the Deputy Executive Director directs the planning and management of WAEPA’s 

overall operations, working closely with the Executive Director. 

 



Through a constructive and energetic style, the Deputy Executive Director will provide the 

leadership and management necessary to ensure that WAEPA has the proper operational 

framework to execute the strategic plan successfully.  As a flexible position, the Deputy 

Executive Director has the latitude to reinvent the operational structure, human resource systems, 

and administrative procedures to position WAEPA for future success.   

 

CHALLENGES AND OPPORTUNITIES: 

 

WAEPA is poised to become a more professional organization, and recognizes the need for 

developing products beyond term life insurance.  Best practices in organizational health, 

including asset management, financial controls and legal structure are also a priority.   

 

WAEPA’s operational departments are staffed by nine full-time employees, and there are 

currently two open positions. It is a very experienced staff as the majority of employees have 

worked at WAEPA for at least 15 years. The staff is highly skilled in the administration of 

WAEPA group term life insurance product. However, new products and services will require 

significant training efforts. 

 

In addition, WAEPA’s life insurance administrative platform is a legacy system that will be 

replaced in the near future.  A new CRM will require a significant amount of testing and 

employee orientation and training. In summary, with significant growth objectives, new products 

and services, and new administrative systems, the Chief Operating Officer must be an agent of 

change in order for the company to achieve its goals. 

 

These challenges also provide the Deputy Executive Director with the opportunity and the 

flexibility to reinvent WAEPA’s operational structure. Additionally, the Deputy is a very visible 

position, and will have significant interaction with WAEPA’s Board of Directors. 

 

With an open and effective approach to communication and collaboration, the Deputy will 

provide the vision, leadership, and management expertise necessary to ensure that WAEPA has 

the proper operational controls, administrative and reporting procedures, and human resource 

systems in place to grow the organization.  

 

ESSENTIAL DUTIES & RESPONSIBILITIES  

 

Operational Management 

The Deputy Executive Director is responsible for the day-to-day management of all WAEPA 

operating departments, including Membership Services, Financial Management and Reporting, 

Office Logistics, Member Billing, and Information Technology. The highest operational priority 

for the Deputy Executive Director is to ensure delivery of superior customer service to 

WAEPA’s clients through an effective and efficient operational structure. Specifically, the 

responsibilities of the Deputy Executive Director regarding Operational Management are as 

follows: 

 

 Define departmental goals, objectives, and operating procedures. 

 Oversee the implementation of new technology systems. 



 Identify, develop, and maintain an appropriate organizational structure that supports 

WAEPA’s mission, goals, and objectives. 

 Ensure efficient and effective customer service for all products and services. 

 Investigate and implement new technologies to improve customer service. 

 Supervise vendors/consultant relationships to implement operational enhancements 

necessary to support new products and services.  

 Oversee the testing and implementation of new CRM and IMIS systems. 

 Work with consultants to conduct annual financial, compliance, and operational audits. 

 

Strategy and Planning 

In the context of bringing strategic oversight and planning to the operations area, the Deputy 

Executive Director attends quarterly meetings of the following Board Committees (Products & 

Services; Investment; Technology; and Executive) as well as quarterly full board meetings.  

Presentation of reports and periodic updates on plan implementation required. 

 

 Oversee governance and policy development as it relates to WAEPA operations. 

 Establish operations procedures, defined project outcomes and measures of success. 

 Identify and implement new projects that achieve the strategic goals for operations, with 

a focus on capacity building and staffing for future growth. 

 Identify and implement best practices and improve Operations with a vision toward 

future needs. 

 Develop and manage annual Operations Budget, as defined by strategic priorities. 

 

Staff Development and Management 

 Direct departmental staff through hiring, training, guiding, and mentoring. 

 Build on the strong community environment by facilitating staff meetings and ongoing 

communication 

 Develop performance expectations and metrics for operations staff. 

 Ensure ongoing proper licensing of WAEPA staff members. 

 Interact in consultative manner with other WAEPA Departments and Board members. 
 

Other Duties and Responsibilities  

 Serve as Acting Executive Director during planned and unplanned absences of the 

Executive Director. 

 Assist Executive Director in marketing initiatives, strategic planning, building and 

sustaining vendor/carrier/service provider relationships, and providing support to Board 

of Directors. 

 Execute all other reasonable duties as assigned by the Executive Director. 

 

QUALIFICATIONS  

 

Education and Certification 

 BS Degree in Business, Management, Finance, or Marketing 

 MBA, or other advanced degree preferred 

 FLMI, CLU, ChFC certifications a plus 

 



Knowledge and Experience 

 Minimum of 10 years’ experience in a membership organization or corporate setting. 

 Track record of successful project management in complex environments. 

 Experience with strategic planning and the implementation of goals and objectives. 

 Specific direct management responsibility over a broad range of business functions. 

 Understanding of information technology issues and the IT function as it relates to 

overall operations and strategy. 

 Financial expertise—both hands-on budget and using budgets as a management tool. 

 Experience as a change agent within a department or organization. 

 Familiarity with insurance industry desirable. 

 Third Party Administration Experience a plus. 

 

Personal Attributes 

 Excellent verbal and written communication skills. 

 Ability to think and act strategically and proactively. 

 High level of business acumen. 

 Ability to mentor and motivate all levels of staff. 

 Ability to manage multiple priorities and solve problems. 

 
SALARY & BENEFITS 

 

Competitive salary, depending on experience. Benefit package includes company paid life and 

health insurance, as well as a retirement plan contribution. 

 


