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Job Description – GPC Program Manager



MASSACHUSETTS GENERAL HOSPITAL

Job Title: 
Program Manager



Job Family:
Administration
Job Code:
001052

Grade:
130

FLSA Status:
Exempt
Department:    PCS Center for Global Health


Reviewed By:
Shelley Amira
Position Reports To:





Date Last Revised: 3/10/2014 
Dr. Geren Stone, Director, Global Primary Care Program
GENERAL SUMMARY/ OVERVIEW STATEMENT:  Summarize the nature and level of work performed.

The Center for Global Health integrates research, education and front-line medical care to prevent avoidable deaths and alleviate the pain and mental anguish resulting from disease, natural disasters and war. By leveraging Mass General’s rich, 200-year legacy of leadership and innovation, the Center and its global partners employ a long-term, generation-spanning perspective to enhance care for the world’s most vulnerable populations and to prepare tomorrow’s health leaders, educators and innovators

The GPC Program aims to train future leaders for a career in global primary care; pioneer new models of primary health care by investing in responsible, reciprocal, long-term partnerships; and foster a global learning community dedicated to primary care delivery in nations and communities around the world. Working with the Program Director the GPC Program Manager will oversee the four main program components:

· Developing and managing a four-year residency track in internal medicine and primary care that combines clinical training at MGH, ten months of international fieldwork, and a four-year mentored thesis.
· Designing and running an annual, four-week global health curriculum for interested MGH residents
· Developing domestic and international partnerships, including Mbarara and Bugoye in Uganda and Chelsea in the metro-Boston area; and

· Managing the Global Health program for all MGH Internal Medicine residents, including Away Electives, resident reports, and mentoring.

PRINCIPAL DUTIES AND RESPONSIBILITIES:
Indicate key areas of responsibility, major job duties, special projects and key objectives for this position.  These items should be evaluated throughout the year and included in the written annual evaluation.

· Coordinate all aspects of the GPC residency program, including:

· Scheduling of didactics, events, and resident rotations

· Managing travel, transport, lodging, and other aspects of resident and faculty international activities

· Ensuring proper medical licensing of visiting residents and faculty according to local law and standards

· Maintaining regular communication with partner-site administrative staff

· Coordinating with other Department of Medicine and Internal Medicine Residency activities

· Support the Global Health program for all MGH Internal Medicine residents, including:

· Scheduling and selecting residents for Away Electives
· Supporting Global Health events and programs for residents including resident reports, the Global Health Ambulatory Subspecialty Rotation (ASR), and the annual 4-week GPC curriculum
· Assist with partnership development and program building domestically and internationally, including:

· Developing strong professional relationships with leadership and administrative staff of all domestic and international GPC partnerships

· Managing collaboration with Mbarara University of Science and Technology and Bugoye Health Center in Uganda, in close collaboration with MGH Center for Global Health leadership and staff

· Monitoring quality, transparency, and accountability of domestic and international programs

· Develop and manage GPC budget, including:

· Preparing Boston office budget (MGPO) and overseeing budget preparation from partner sites, in coordination with MGH Department of Medicine and MGH Center for Global Health

· Ensuring that funds are spent according to budget while maintaining fiscal compliance with all applicable institutional, federal, private, and industrial guidelines, terms, and conditions

· Reviewing and/or approving all invoices, reimbursements and wire transfers for payment 

· Assist with resource mobilization, including:

· Overseeing all aspects of grant and funding applications, including development of budgets in accordance with sponsor fiscal policies and procedures as well as revisions of post-award budgets as needed

· Working in partnership with MGH Department of Medicine leadership, MGH Center for Global Health leadership, and the MGH Development Office to coordinate and develop a strategic plan for growth and funding opportunities

· Preparing annual report(s)

· Manage GPC Program administration, including:

· Developing and monitoring of work plans, managing team priorities, and forecasting upcoming needs

· Supervising and mentoring of the GPC Project Coordinator

· Working with the Center for Global Health Administrative Director to manage human resource and space issues

· Provide as-needed support across a range of activities

SKILLS/ABILITIES/COMPETENCIES REQUIRED:  Must be realistic, objective, measurable and related to essential functions of this job. 

Candidate must be self-driven and aspire to the highest standards of excellence. Necessary skills include: 
· excellent administrative and communications skills (spoken and written); 
· ability to work independently, multi-task, and deliver polished, professional outputs of outstanding quality on time and with minimal supervision; 
· ability to be organized and flexible in an environment that requires continuous monitoring of priorities; 
· excellent computer skills, including strong command of Microsoft Excel, Word, and Powerpoint; 
· demonstrated cross-cultural sensitivity and ability to build respectful relationships with colleagues from different cultural, linguistic, and educational backgrounds.

· demonstrated commitment to underserved populations, prior experience living or working in resource-limited international settings, and strong personal alignment with the vision of the GPC program.

Demonstrated talents include: flexibility, decisiveness, poise, focus, political sensitivity, and a positive, can-do attitude. 

LICENSES, CERTIFICATIONS, and/or REGISTRATIONS (if applicable):  Specify minimum credentials and clearly indicate if preferred or required


NA
EDUCATION:  Specify minimum education and clearly indicate if preferred or required

This position requires a Bachelors degree.  An additional advanced degree is preferred.

EXPERIENCE: Specify minimum creditable years of experience and clearly indicate if preferred or required

Bachelor’s or advanced degree and 3-5 years of related experience is required.  At least 1-2 years of management experience is preferred
SUPERVISORY RESPONSIBILITY (if applicable):  List the number of FTEs supervised.

The Program Manager will manage the GPC Project Coordinator. 
FISCAL RESPONSIBILITY (if applicable):
Indicate financial “scope” information, i.e.: size of budget, volume, revenue, etc.; Indicate total physician/non-physician FTE scope

The GPC Program Manager will oversee an annual budget of approximately $800k - $1M.  
WORKING CONDITIONS: Describe the conditions in which the work is performed.

Office environment.   Will be expected to travel internationally several times per year with basic accommodations
APPROVAL:

(NAME)

Department Mgr.  Shelley Amira________Title:   Administrative Director    Date: 3/10/2014
(NAME)

Other, As Appropriate  ___________________      Title:   _____________     Date:   ________

The above is intended to describe the general contents and requirements of work being performed by people assigned to this classification.  It is not intended to be construed as an exhaustive statement of all duties, responsibilities or skills of personnel so classified.
Last Revised:  March 2014


