
 

                                             Job Description 
 

Position Title: Program Manager 

Position Overview: The Immune Deficiency Foundation (IDF), founded in 1980, is the national 

non-profit patient organization dedicated to improving the diagnosis, treatment and quality of life 

of persons with primary immune deficiency diseases (PI) through advocacy, education and 

research. IDF advances its mission using centralized staff and a national volunteer network.  

The Program Manager is responsible for assisting in the coordination and implementation of the 

grant-funded Severe Combined Immunodeficiency (SCID) Screening and Education Program 

with the following purposes: 

1) Increase awareness and knowledge about SCID and newborn screening for SCID 

among parents, families, health care providers, public health professionals, and the 

public 

2) Provide education, training, and support for newborn screening programs 

3) Educate families with children diagnosed with SCID and link them to clinical services 

4) Improve clinical care through education and training for providers caring for individuals 

with SCID 

This position works in close collaboration with the Project Director and Associate Project 

Director, as well as with several multi-disciplinary external partners, to ensure all program 

objectives are completed within the scope, schedule, and budget of the grant.  

Part-Time or Full-Time: Full-Time 

 

Reports To: Sr. Director of Grant Development & Administration 

   

Position(s) Supervised:   None                        

 

FLSA Classification:   Exempt 

 

DUTIES AND RESPONSIBILITIES: 

 Provides coordination and management of grant-funded projects and programs 

 Works collaboratively with other program staff to ensure necessary program planning, 

development, and management activities function smoothly and efficiently 

 Tracks and oversees multiple projects and milestones through to completion 

 Organizes and participates in regularly-scheduled committees and task forces to ensure 

program objectives are met 

 Supports finance staff in preparing and tracking the expenditures of project budgets 



 

 Administers, tracks, and oversees the federal reporting requirements for the SCID 

Screening and Education program 

 Anticipates and gathers critical information for decision making and prepares 

recommendations 

 Proactively identifies emerging issues that require attention and elevates issues when 

needed 

 Acts as point person for program events, including the annual stakeholder meeting 

 Occasional travel required 

DESIRED SKILLS AND CHARACTERISTICS 

 Highly organized and detail oriented with ability to prioritize multiple responsibilities 

 Mission oriented 

 Ability to think and act decisively about program and operational issues 

 Ability to exercise good judgement in a variety of situations 

 Ability to work with multiple types of stakeholders, including physicians and scientists 

 Excellent communication skills 

 Ability to speak publicly and provide presentations as required. 

 Impeccable writing skills 

 Ability to work in a team environment 

 Ability to objectively analyze situations and evaluate pros and cons of any course of 

action 

 

EDUCATION / EXPERIENCE 

 Required: Bachelor’s Degree 

 Required: Three years of progressively responsible administrative management 

experience  

 Required: Experience managing large-scale public health projects with multiple partners 

 Required: Expert proficiency in Microsoft Office Suite applications 

 Preferred: Knowledge of federal agencies’ funding mechanisms and submission 

processes 

 Preferred: Knowledge of medical terminology 

 

PHYSICAL DEMANDS AND WORK ENVIRONMENT 

Is able to travel by automobile, train, and airline without assistance  

 

Is able to interact with groups of people in healthcare facilities, in small group settings, and at 

large events. 

 

While performing the duties of this job, the employee is required to walk; climb stairs, and sit for 

long periods of time; use hands & fingers for writing and typing; Possible lifting of supplies and 



 

materials up to and including 20 pounds multiple times. Specific vision abilities required by the 

job include close vision for reviewing documents on the computer or hardcopy. 

Please send resume and cover letter to hr@primaryimmune.org 

 


