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Mission of our Organization
NPA’s mission is to provide leadership and support for the growth, innovation, quality, and success of the 
PACE model of care.

Position Summary
The Manager of Member Data and Communications supports the association by developing standard 
operating procedures and managing software that supports the accuracy and integrity of NPA’s membership 
data.  The position also supports the Communications department by managing communications projects. 
The position fills resource gaps in other NPA departments, including the Education department, by providing 
project management or other support as needed.  The position leverages various technologies and software 
products to support this work including iMIS, Higher Logic, Wrike, Microsoft Office (SharePoint, Word, 
PowerPoint, Excel), Zoom, GoToMeeting, SurveyMonkey, Doodle, and other collaboration and project 
management applications as needed.

Position Responsibilities
To perform this job successfully, each essential duty and responsibility must be performed satisfactorily. 
Reasonable accommodations may be made to enable an individual with disabilities to perform the essential 
functions. Other duties may be assigned to meet organizational goals.

 » Works closely with staff members to create and maintain technical documentation, including use 
cases, manuals, Standard Operating Procedures (SOPs), data workflow, processes, architecture, and 
configuration documents for critical applications related to member data.

 » Ensures data systems and standard operational procedures are in place to support member 
communications, including the NPA website, marketing e-mails, e-Communities, webinars and 
educational platforms. 

 » Recruits and facilitates member volunteers to serve as e-Community member ambassadors.
 » Manages the communications design project management system daily and organizes asset files for 
communications projects.

 » Develops a process and works with association members to access NPA systems and member benefits 
and update their member data.

 » Coordinates with NPA departments to plan and implement communications projects and member 
communications throughout the year.  

 » Coordinates an ongoing review of existing website content with pertinent NPA staff members.
 » Overcomes resource gaps in the Communications, Education and other NPA departments by performing 
specific projects and/or ongoing maintenance, such as project management support.  

HIPAA
This position is not authorized to access, utilize, or view protected health information (PHI).
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Knowledge, Skills and Abilities
 » Excellent written, oral, and listening communication skills, including the ability to help bridge 
communications between “technical” and “nontechnical” people

 » Strong project management skills to coordinate multiple activities and meet tight deadlines, while 
maintaining attention to detail

 » Collaborative team player who can work cooperatively with a wide variety of internal and external 
constituencies, including members

 » Strong iMIS, Microsoft Office skills; knowledge of or the ability to learn other software products  
(e.g., survey tools, collaboration applications)

 » Strong virtual meeting support and moderator skills (e.g., Zoom, GoToMeeting)

Requirements Education
Bachelor’s degree strongly preferred, or equivalent relevant experience

Experience
2+ years of applicable experience managing association membership data, supporting project planning and 
coordination, preferably in healthcare or older adult services related setting.

Working Conditions
Small, fast paced team office environment with moderate noise levels. Normal sitting and standing activities 
for an office environment. Use of phones and computers for extended periods of time. Utilize office 
equipment and communication technologies for conference calls and teleconference meetings/webinars.

Please submit a cover letter and resume to hiring@npaonline.org. After October 8, 2021, we will no longer 
accept resumes for this position.

Due to the large volume of resumes expected to be received, only those candidates selected for an interview 
will be contacted.

NPA provides equal employment opportunities to all employees and applicants for employment and 
prohibits discrimination and harassment of any type without regard to race, color, religion, age, sex, national 
origin, disability status, genetics, protected veteran status, sexual orientation, gender identity or expression, 
or any other characteristic protected by federal, state or local laws. 

This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, 
promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training.

This position description should not be construed to imply that the requirements are the sole standards for the 
position. Incumbents are expected to perform all other duties as required.  All positions are at-will.
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