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   Job Description for:




Program Manager, Congressional Affairs






              Member Networks & Legislative Advocacy Business Unit







                                          Exempt
Reporting Structure
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The Program Manager, Congressional Affairs, reports to the Director, Congressional 

Affairs.
Qualifications


Bachelors’ degree or equivalent experience with 3+ years prior association or federal government affairs experience required. Capitol Hill experience with knowledge of, and interest in, healthcare policy (specifically relating to physician issues) highly preferred. Working knowledge of the legislative process and ability to monitor and analyze legislation, laws, and regulations required. Must be able to coordinate legislative activities and draft member communications in a fast-paced environment. Professional demeanor required, with strong oral and written communication skills and the ability to convey concepts clearly. Must be detail-oriented with excellent organizational and interpersonal skills. Familiarity with advocacy-related software (PAC & grassroots) and social media platforms desired. 

Key Responsibilities

· Assist in the development, implementation, and communication of legislative and political strategies, with supervision of related projects.

· Establish and maintain relationships with Members of Congress, relevant Congressional offices, and committee staff as necessary for educational and advocacy purposes.

· Assist in management of ENT PAC, the AAO-HNS’ political action committee.
Specific Duties

     
· Monitor, track, and analyze federal legislation impacting otolaryngology—head and neck surgery.

· Develop reports, action alerts, talking points, and grassroots messages on federal legislative activity and ensure routine dissemination of such information to AAO-HNS members and staff.
· Act as a key staff contact for AAO-HNS grassroots programs, particularly as they relate to the scheduling of meetings with legislators, preparation of background materials, and applicable talking points. 

· Contribute content for various AAO-HNS publications.
· Monitor, attend, and report on Congressional hearings and mark-ups, as assigned.
· Assist the Director of ENT PAC in developing and implementing a strategic vision for the Academy’s various political programs.
· Attend ENT PAC fundraisers and other political events, as assigned, with some evening/weekend work required.
· Establish proficiency in PAC-related data-entry (processing of receipts/disbursements, etc.). Serve as “back-up” for PAC Coordinator.
· Represent the AAO-HNS at selected meetings or within specific coalitions, with some travel necessary.

· Assist in the coordination of federal advocacy efforts and legislative strategies with representatives of other national medical societies. 

· Assist in the planning and implementation of the Business Unit’s programming at the AAO-HNS/F Annual Meeting, Spring Leadership Forum, and member “Lobby Days,” including facilitation of applicable Congressional speakers/guests and scheduling of meetings. 
· Serve as staff liaison to AAO-HNS committees, as assigned.

· Participate on an internal team, either through formal assignment, or on an ad hoc basis.

· Consistently demonstrate courteous, cooperative and helpful behavior to all contacts, internal and external.

· Duties and responsibilities may be added, deleted, or changed at any time at the discretion of management, formally or informally, either orally or in writing.
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