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POSITION DESCRIPTION 

 
TITLE:  Program Specialist CLASSIFICATION: Exempt 

REPORTS TO: Operations Director LOCATION:  Telecommute (Arizona)  

SALARY: $41,600 POSITION CLOSES:  February 5, 2021 

Native Public Media (NPM) promotes the self-determination of Indigenous peoples through media access, storytelling, 
and ownership.  As a coordinating entity for 574 federally recognized Tribes, 59 Tribal radio stations, and three television 
stations, NPM provides advocacy, centralized resources, and strategic services designed to successfully and sustainably 
develop Indian Country’s telecommunications and communications systems.   
 
Job Summary  
The Program Specialist is a mid-level position in the organization and responsible for the administrative and program 
management of the Station Support and Policy programs.   
 
Must have the ability to: 

• Interpret information with which to make programmatic and business decisions or recommendations. 

• Effectively communicate and present program information.  

• Direct and contribute to program initiatives and processes within the organization. 

• Integrate judgement, core values, integrity, and accountability throughout all program and business practices. 

• Understand and apply information to the implementation of the organization’s strategic plan. 

• Provide programmatic guidance to organizational constituents. 

• Value and consider the perspectives and backgrounds of all team members or business partners. 
 
Duties and Responsibilities 

• Manage programs and services in accordance with the mission and goals of the organization. 

• Manage, implement, and track the goals and objectives of the organizational strategic plan. 

• Problem-solve program-related needs and issues. 

• Provides research and data-based recommendations for program development. 

• Prepare and present program reports in writing or orally. 
• Develop program resources to support the strategic direction of the organization. 

• Develop program budgets and operating plan, as needed. 

• Manage the completion of program reports and evaluations. 

• Identify opportunities to improve or fund programs and services. 

• Represent the organization as directed. 
• Perform other duties as assigned. 

 
Qualifications 

• Bachelor's degree and experience in program management.  

• Proven commitment to high professional, ethical standards in a diverse workplace. 

• Knowledge of Tribal governments and American Indian Tribes and Alaska Native Villages. 

• Arizona candidates preferred. 
 
Supervisory Responsibility 
None 
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Work Requirements 
This position is a full-time telecommuting position that requires the employee to:  

• work from home.  

• have a dedicated office space or work area and a strong internet connection.  

• work Monday through Friday, from 8:00 a.m. to 5:00 p.m. 

• have a valid driver's license for business travel. 

• use a personal vehicle if other transportation is not available.  
 
Physical Requirements 
The physical demands described here represent those that must be met by an employee to perform the essential 
functions of this job successfully. While performing this job's duties, the employee is regularly required to sit; use hands 
to handle or feel and talk or hear. The employee is occasionally required to stand, walk, kneel, reach with hands and 
arms.  The employee must occasionally lift or move up to 25 pounds. This job's specific vision abilities include close 
vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.   
 
How to Apply 
Send an email to mbegay@nativepublicmedia.org with the subject line “Program Specialist – [YOUR NAME].” As a 
single PDF attachment, include: 

• Your resume 

• 1-page cover letter explaining your interest in the organization and position. 
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