POSITION ANNOUNCEMENT
POSITION: Program Manager, Health

OPEN:

Immediately

LOCATION: Washington, DC

CLOSE:

Until filled

CONTACT:

SALARY:

Commensurate with
experience

Sr. Strategist, Public Health
Preparedness and Response

BACKGROUND
UnidosUS, previously known as NCLR (National Council of La Raza), is the nation’s largest Hispanic
civil rights and advocacy organization. Through its unique combination of expert research,
advocacy, programs, and an Affiliate Network of nearly 300 community-based organizations across
the United States and Puerto Rico, UnidosUS simultaneously challenges the social, economic, and
political barriers that affect Latinos at the national and local levels. For more than 50 years,
UnidosUS has united communities and different groups seeking common ground through
collaboration, and that share a desire to make our community stronger. For more information on
UnidosUS, visit www.unidosus.org or follow us on Facebook, Instagram, and Twitter.
SUMMARY
UnidosUS Health Programs seeks an experience and accomplished Program Manager, Health
(CDC) with a deep affinity for the organization’s mission and commitment to support the health
and well-being of Latinos. The manager is a member of the Health team and the Esperanza Hope
for All Vaccine Program team focused on increasing adult COVID-19 and flu vaccination
opportunities within Latino populations in the United States and Puerto Rico. The position is
responsible for managing and leading the coordination of program implementation activities;
providing guidance and data collection support to CDC-funded Affiliates to strengthen program
deliverables and desired outcomes; complying with memoranda of understandings
(MOUs)/contracts; and monitoring, preparing, and submitting program and funder (CDC) reports
that indicate progress and impact with guidance from co-program directors. Success in this
position requires leadership, confidence and vision, thoughtful strategic planning, interpersonal
communication, and skill to implement population health strategies to solidify the footprint,
impact and reach of the CDC-funded programs’ activities.
This position reports directly to the Senior Strategist, Public Health Preparedness and Response
and collaborates with the Senior Health Communications Manager (program co-directors) and
works closely with the grants manager project specialists, and cross-component teams to ensure

implementation of program activities, grantee reporting, and deliverables are performed in a
timely manner. This position will be based in Washington, DC.
RESPONSIBILITIES
Program Development and Implementation
• In collaboration with senior leadership, support the program management and
administration of the CDC-Esperanza Hope for All Vaccine program.
• Serve as the primary liaison and principal point of contact with support from the two
CDC Program Specialists with the UnidosUS affiliates funded for the CDC Esperanza
Hope for All Vaccine Program and monitor UnidosUS and CDC deliverables.
• Identify and coordinate strategic support to Affiliate partners (e.g., communitybased organizations and federally qualified health centers) in program development,
data collection, monitoring, and evaluation.
• Provide guidance and technical assistance related to addressing barriers to
increasing vaccination efforts to program sites and foster relationships with key
contacts.
• Identify areas to strengthen program components and work with Affiliates and other
partners to develop and implement targeted solutions.
• Develop, plan, and deliver technical assistance and training sessions to assist
UnidosUS Affiliates and subgrantees in launching and successfully implementing
health programs and initiatives in local communities.
• Ensure deliverables are met; milestones and timeline are adhered to; finances are
monitored; and programs comply with good practice and UnidosUS terms and
conditions.
• Work in partnership with UnidosUS staff, Affiliates, and other collaborative partners
to identify and design best practices and approaches to strengthen vaccine
programmatic efforts.

Program Planning and Administration
• Responsible for budget tracking, monitoring, and reporting with assistance from
senior team members.
• Establish and manage partnerships with multiple internal and external entities, and
teams, to improve health equity and advance health outcomes and impact.
• Provide direct support and/or backstops the development and updating of contracts
with subgrantees and consultants, administering requests for payments, logistical
coordination of project-related activities and events, and maintaining relevant
project-related files.
• Monitor, draft, and submit program/projects funder reports that indicate progress
and impact with guidance from program director.
• Provide guidance and mentoring to project coordinators, administrative assistants,
interns, and/or technical consultants.
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Data Management and Evaluation
• Monitor program implementation and ensure the collection of accountability and
evaluation reports from participating CDC-funded Affiliates.
• Collaborate with the Health Data and Impact Manager and Health Analyst I to
ensure monthly CDC performance reports deliverables are met.
• Support the overall data and fiscal management of Health programs and/or
initiatives, as assigned.
• Contribute to the collection of lessons learned within both the work with Affiliates
and the Health component, including data capture, analysis, interpretation, and
application for other programs within the Health component.
• Support senior leadership with process and systems improvement as it relates to
program oversight and grant management.
Public Information and Communications
• Prepare written internal and external reports, updates, materials, and other
necessary communications on relevant public health information.
• Co-Developer and co-executor of public health education and promotion of COVID19 and flu-related communications materials that are culturally relevant and
linguistically appropriate.
• Support dissemination of evidence-based and culturally relevant programs
information, stories, promising practices, announcements, digital materials, and
tools.
• Work with the UnidosUS Marketing and Communications and Information
Technology support staff to help create and manage information on the UnidosUS
website and social media outlets.
• Represent UnidosUS and the Health team in professional settings and via media
opportunities.
• Communicate and collaborate with UnidosUS staff and relevant staff in
headquarters and field offices.
• Perform other relevant duties and responsibilities as assigned.
QUALIFICATIONS
Education & Experience
• Master’s degree in Public Health preferred or at least five to seven years of
equivalent work experience will be considered in lieu of MPH.
• At least five (5) years of relevant progressive experience in health or social services
preferred.
• Expertise and practical experience with program development, implementation, and
management of public health programs at the community, state, and/or federal
level.
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•

•

Experience working with relevant sectors, including community-based/nonprofits,
research institutions, federal/state agencies, community health centers, and the
corporate sector.
Demonstrated experience in local, state, and/or national public and population
health and health care delivery systems and policies, particularly with Latino and
other multicultural health perspectives.

Skills & Abilities
• Steadfast commitment to UnidosUS mission, vision, and values of Excellence,
Accountability, Respeto.
• Commitment to U.S. Latino community, Latino nonprofit organizations, and the
Latino market.
• Demonstrated initiative and management of multiple projects.
• Strong oral communication, writing and reading skills in English and demonstrated
ability to make clear and effective presentations.
• Commitment to excellence and high standards.
• Strong ability to develop work plans, set deadlines, work with minimal supervision,
manage multiple projects and duties simultaneously, and prioritize among
assignments.
• Demonstrated experience with financial/budget management of public health
programs.
• Experience with proposal development, continuation funding applications, and
annual performance reports.
• Ability to work as a team member and team leader and function effectively under
pressure.
• Strong organizational and administrative skills and attention to detail; organized,
and a quick learner.
• Flexible regarding scheduled work hours and assignments, including ability to travel
as necessary.
• Advanced proficiency with Microsoft Office Suite more specifically, Office 365, and
communication software
• Acute attention to detail.
• Bilingual (English/Spanish) skills a plus.
Employment with UnidosUS is contingent upon successful completion
of a background screen.
Please note: Only those applicants who submit a cover letter, résumé, and writing sample will be
considered for this opportunity.
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SEND COVER LETTER, WRITING SAMPLE, AND RÉSUMÉ TO:
UnidosUS
hrmail@unidosus.org
Subject Line: Program Manager, Health (CDC)
Attn: Senior Strategist, Public Health Preparedness and Response
NO PHONE CALLS PLEASE.

EQUAL OPPORTUNITY EMPLOYER. All qualified applicants will receive consideration without regard
to race, color, national origin, marital status, religion, gender, age, disability, sexual orientation,
gender identity or expression, personal appearance, family responsibilities, political affiliation, or
enrollment in a college, university, technical school, or adult education.

5

