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Job Description 



	Job Title: Managing Director, HRRI
	Job Code (to be completed by HR):      

	Grade Level (To be completed by HR):      
	FLSA Status (To be completed by HR):      

	Supervisor Title: Chief Research Officer
	Department: HRRI



	Job Summary

	In 3 – 4 sentences, briefly but specifically, summarize the primary purpose of the work performed.

	The Managing Director of the Healthcare Regulatory Research Institute (HRRI) oversees and contributes to strategic initiatives relative to HRRI's and FSBPT's missions and goals. The Managing Director contributes to projects by helping to define the research agenda, overseeing researchers' work, and communicating key research through writing, formal presentations, and informal outreach. The Managing Director contributes to overseeing a budget of approximately $2 million, supervise 1-3 staff, and oversees contractor work.  




	Essential Functions

	List up to six essential functions of the job, indicating the most important first, and the approximate percentage of time spent on each over the course of a year. Only list any duties or responsibilities that require 10% or more (equivalent to half of a day per week or 5 weeks per year) of the job’s time. 

	1. Represent FSBPT and HRRI to key stakeholder groups, including making conference presentations, collaboration with client and peer organizations, and engaging customers at exhibit halls. Broadly contributes to external communications: written reports, research summaries, live presentations and webinars. Serves as an excellent expert resource to members and other stakeholders in public policy relevant to regulation in healthcare 

	
	40
	% of Time

	2. Develops strategies around engaging stakeholders in utilizing research and regulatory products. Works to position research and products in a favorable light with stakeholders representing diverse perspectives. Helps to gather user feedback on research and products and integrate feedback into future work. May help to design surveys and facilitate task forces, expert panels, and other stakeholder groups.  

	
	20
	% of Time

	3. Oversee contractor work, reviews deliverables, and provides feedback when necessary. Collaboratively works with other senior leaders to develop and oversee the HRRI budget of approximately $2 million.  

	
	10
	% of Time

	4.  Contributes to shaping and executing organizational strategy through collaboration with leadership, advisors, and other stakeholders. Engages in long-term planning. Evaluates current and identifies future research partners. 

	
	10
	% of Time

	5.  Tracks key pubic policy and legislative issues, developes outreach and response strategies 

	
	15
	% of Time

	6.  Coordinates human and physical resources (booth and marketing materials) across events, presentations, and marketing opportunities. Supervises 1-3 administrative staff. 

	
	5
	% of Time

	May perform other duties and responsibilities as assigned or directed by the supervisor. This may include attendance of and participation in required training for role.

	Total MUST equal 100%. If not, please adjust your entries.
	100
	Total





	Supervisory Responsibilities

	Indicate the type and scope of supervisory responsibilities that most accurately describe this job. Select only one. 

	|_| Direct Supervisor: Direct authority to make decisions on the following: employee hiring, disciplinary action, starting salaries and merit increases; conduct employee performance evaluations.

	|_| Assigned Lead: May recommend the following: employee hiring, disciplinary action, and starting salaries; provide input on employee performance evaluations.

	|_| Does not have any supervisory responsibilities.



	Budget Responsibilities

	Select the item(s) below which best describe the job’s involvement in the budgetary process. Select all that apply.

	|_| No Involvement
	|_| Plan/Forecast
	|_| Prepare
	|_| Approve
	|_| Monitor

	[bookmark: Check36][bookmark: Check37]Does the incumbent have signature authority for purchasing?    |_| Yes     |_| No

	[bookmark: Text24]If Yes, please provide dollar amount:   $      

	If job has budgetary responsibility, please provide the budget amount for which incumbent has primary responsibility (include grants, if applicable):   $ 2,000,000



	Education

	Indicate the minimum level of education generally necessary to effectively perform the job’s essential functions. If a higher level of education is preferred, please indicate that as well. Select only one educational level in each column.

	
	Required
	Preferred
	Level of Education
	Field of Study

	|_|
	[bookmark: Check8]|_|
	Doctoral/advanced degree
	[bookmark: Text61]     

	|_|
	[bookmark: Check7]|_|
	Master’s degree
	[bookmark: Text60]Public policy, law, public health, or related discipline

	|_|
	|_|
	Bachelor’s degree
	     

	|_|
	[bookmark: Check5]|_|
	Associate’s or vocational/ technical school degree
	[bookmark: Text58]     

	|_|
	[bookmark: Check4]|_|
	Vocational or technical training
	[bookmark: Text57]     

	|_|
	[bookmark: Check3]|_|
	High school diploma or GED
	

	Other professional licensures, certifications, or designations required:      

	If experience can be substituted for the education above, please describe.         







	Work Experience

	Indicate the minimum level of work-related experience required to effectively perform the job’s responsibilities. This is not necessarily the same as the incumbent’s experience. Select only one.

	[bookmark: Check9][bookmark: Check43][bookmark: Check11][bookmark: Check12]|_| Less than 12 months      |_| 1 – 3 years       |_| 3 – 5 years       |_| 5 – 8 years       |_| More than 8 years



	
Required Knowledge, Skills, and Abilities: 

	Describe the type and level of knowledge, skills, and abilities required to perform the essential functions of this job.

	[bookmark: Text64]•	Expertise in key policy areas (workforce, public policy)
•	Strategic planning  and downstream thinking
•	Excellent communications – written and oral
•	Excellent public speaking skills – informational and persuasive
•	Project management  



	Physical/Environmental Demands

	Indicate the typical physical and/or environmental demands required to effectively handle the job responsibilities and their frequency. Select only one.

	|_|	Office environment/no specific or unusual physical or environmental demands 

	|_|	Specific physical requirements or environmental exposures. If checked, complete the Additional Work Environment Questions in the Addendum



	Work Hours and Travel

	Select all that apply.

	|_| Work hours and location may be flexible under some circumstances
	[bookmark: Text52]     

	|_| Full-time
	|_| Part time (specify number of hours per week)       

	|_| Evening, holiday, or weekend work required

	|_| Occasional, please describe
	[bookmark: Text49]Weekend meetings, attend occasional evening events

	|_| Regular, please describe
	[bookmark: Text50]     

	|_| Periods of high volume/work load, please describe
	Stakeholder meetings (AEM, LIF, task forces)

	[bookmark: Check42]|_| Occasional travel required. Please describe distance, frequency, trip duration, etc. 6x yearly, 1-2 international

	|_| Extensive travel required. Please describe distance, frequency, trip duration, etc.      


This general outline illustrates the type of work that characterizes the job. It is not an all-encompassing statement of the specific duties, responsibilities, and qualifications.
APPROVAL SIGNATURES (Typed name is acceptable for electronic submission)
	     
	     
	     

	Supervisor Name
	Supervisor Signature
	Date

	[bookmark: Text73]     
	     
	[bookmark: Text80]     

	Appropriate Leadership Team Member Name
	Appropriate Leadership Team Member Signature
	Date
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