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Deputy Director 

We are seeking an operationally-savvy leader to support our mission and help grow our organization. In Hanford 
Challenge’s 12th year, we are at a critical juncture working to increase the scope and scale of our efforts with a shift 
from stable to sustainable funding.  As part of Hanford Challenge’s leadership team, the Deputy Director will train 
under the outgoing Deputy Director, and work closely with the Executive Director, balancing high-level 
responsibilities with operational tasks to ensure compliance and steady progress on financial and organizational 
goals.  

About Us 
Hanford Challenge is an 11-year-old, small but mighty advocacy organization focused on bringing accountability, 
transparency, and safety to the cleanup of the Hanford nuclear site in southeastern Washington State. Our mission 
is to create a future for the Hanford nuclear site that secures human health and safety, advances accountability, 
and promotes a sustainable environmental legacy. We value integrity, collaboration, innovation, empowerment 
and effectiveness. Learn more about us at www.hanfordchallenge.org.   

Key Responsibilities  
 
The Deputy Director works collaboratively with all staff to support the mission of Hanford Challenge.  This 
person will work closely with the Executive Director to oversee development, outreach, and operations to 
ensure programmatic excellence and the fiscal and operational stability of the organization. 
 

1. Direct development work to ensure the development plan is on track and budgetary goals are being met 
in a timely and effective manner. 

2. Direct outreach to ensure work scope and organizational programs are effectively carried out and 
communicated.  

3. Direct operations and financial management to ensure accuracy and progress on financial and operational 
goals.  

4. Support and build capacity within the Hanford Challenge team to strengthen and grow our organization.  
5. Provide high-level support to the Board of Directors and Executive Director to ensure organizational goals 

and objectives are met by monitoring the progress and completion of goals.   
 

Essential Functions of the Job 

• Managing Organization Finances, including: Preparing and updating a three-year budget; preparing 
reports for the Executive Director, Finance Committee and Board of Directors; managing the bookkeeping 
contract; running payroll in Paychex; QuickBooks data entry, updates & reports; and ensuring timely and 
accurate filing of the 1099’s and 990.   

• Managing Operations, including: Contracts, insurance, business licenses, compliance with federal and 
state 501(c)3 requirements, record keeping, hiring, human resources, and Board of Directors support. 

• Directing Development and Outreach Staff: 
o Providing oversight and guidance for Development work including: Fund Activities Plan 

development calendar, consultant relationships, events, foundation/grant applications and 
reports, and donor work. 

o Providing Outreach work oversight and guidance including: Public Participation grant work and 
reporting, website, social media, events, and educational materials. 
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Competencies 

• Detail-oriented leader, flexible team-member, and willing problem solver 
• Strategic thinking and planning 
• Bookkeeping, financial management and analysis experience 
• Proven track record of successfully directing projects as part of a team 
• Excellent communication and customer service skills 
• Ability to manage multiple tasks, projects, and priorities effectively  
    
Qualifications 

Required 

• 2-3 years’ experience as Deputy Director or equivalent experience. 
• Experience directing staff with a team-oriented approach, driving logistics in a clear and empowering 

manner.  
• Experience supporting a Board of Directors. 
• The flexibility, creativity, and resourcefulness needed to direct the development, outreach and 

operational team of a small not-for-profit organization. 
• Proficiency in Microsoft Office, Quickbooks, Paychex and Mailchimp. 

 
Desired  

• Knowledge of the Hanford Site. 
• Experience working on a strategic plan.  
• Experience with Little Green Light donor tracking system and Canva design a plus. 

 

Location:                                Seattle Office 
FLSA Classification:               Full-Time, Exempt  
Position Reports to:              Executive Director  
Salary Range:                         $70,000-75,000 
 

To Apply 

Submit your resume to info@hanfordchallenge.org. Resumes received by March 25th will receive priority 
consideration, however; we will accept resumes until the position is filled.  

Hanford Challenge offers a generous vacation policy, health insurance and opportunities for professional 
development. Extensive on-boarding provided. 

Hanford Challenge is committed to achieving racial and social equity in the workplace and throughout the 
organization. We encourage applicants from historically underrepresented and marginalized communities 
including people of color, women, immigrants, people with disabilities, and LGBTQ+ identifying people.  

Hanford Challenge is an Equal Opportunity Employer, and does not discriminate on the basis of race, ethnicity, 
gender identity, sexual orientation, marital status, immigration status, religion, age, or ability. 
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