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POSITION DESCRIPTION 
 
TITLE:  Program Specialist CLASSIFICATION: Exempt 

REPORTS TO: Operations Director LOCATION:  Telecommute 

SALARY: $41,600 

Native Public Media (NPM) promotes the self-determination of Indigenous peoples through media access, 
storytelling, and ownership. NPM works to bridge the digital and media divides across Indian Country one 
community at a time. NPM is a Native-led nonprofit and a leader in national and international communications 
policymaking. NPM advocates for development that encourages the strengthening of Native choices through media 
platforms that are community-based, local, and democratic. NPM envisions a world in which all Indigenous peoples 
cultivate and participate in healthy and robust information ecologies.    
  
Job Summary  
The Program Specialist manages the Station Support Program to ensure the effective delivery of services to tribal 
broadcast stations, including the coordination and assistance of nonfinancial station compliance, and training and 
education. The Program Specialist also supports the policy team with various telecommunications and 
communications issues through research, administration, and communications.   
 
Duties and Responsibilities 
1.  Station Support Program Management 

• Manage and coordinate nonfinancial compliance services to stations.  

• Collaborate with the team to identify, create, and deliver new services. 

• Disseminate alerts from the Federal Communications Commission (FCC), the Corporation for Public 
Broadcasting (CPB), and other regulatory entities regarding station compliance. 

• Track station adherence to FCC and CSG requirements, and other regulatory entities.  

• Draft quarterly CPB grant reports. 

• Lead consultation calls with the CPB. 

• Maintain an accurate and comprehensive database documenting all services, contacts, and activities. 

• Staffs the Station Advisory Committee 

2. Policy Program Support 

• Provide administrative support to the Policy team in executing its policy plan and strategies. 

• Attend meetings (electronic or in-person) to advocate for domestic or international policy issues. 

• Track laws, regulations, and political currents and trends. 

• Plan, coordinate, and schedule meetings related to policy initiatives and briefings. 

• Conduct policy research. 

• Collect data as needed. 

• Draft and edit policy reports, letters, public comments, and other policy communications. 

• Develop an internal system to track and maintain NPM's policy work and contributions. 

• Update and keeps current policy communications through press releases, social media and website posts, and 
drafting responses to member and public inquiries on policy issues. 

3. Training and Education  

• Direct and coordinate the planning and implementation of the Native Broadcast Summit. 

• Serve on the training and education team and complete assignments as directed. 

• Serve as an instructor or presenter of station training. 

• Develop training to increase the capacity of station personnel. 
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Competencies 

• Possess organizational and management skills, capacity to prioritize tasks, detail-oriented, and ability to handle 
a wide range of tasks simultaneously.  

• Demonstrated interest in telecommunications and communications policy. 

• Background in advocacy campaigns or similar experience.  

• Demonstrated experience with writing reports and data collection.  

• Excellent in follow-through and meeting deadlines. 

• Demonstrated ability to take the initiative, work both independently and as a team member, and collaborate 
and coordinate with others. 

• Possess strong presentation, verbal, and written skills. 

• Exceptional interpersonal skills and ability to work well in diverse environments. 

• Active participation in meetings 

• Ability to plan, lead, and manage multiple priority projects simultaneously from concept to implementation. 

• Possess a courteous, professional work style and ability to handle pressure gracefully. 

• Ability to identify complex problems and reviews related information to develop and evaluate options and 
implement solutions. 

  
Qualifications 
Bachelor's degree and six years of progressively responsible administrative/coordinative program experience OR, any 
equivalent combination of experience, training, and education. 

• Demonstrated leadership ability. 

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

• Arizona candidates are preferred. 

• Knowledge of Tribal governments and American Indian Tribes and Alaska Native Villages. 
 
Supervisory Responsibility 
None 
  
Work Environment and Expectations 

• This position is a full-time telecommuting position that requires the employee to work from home.  

• A dedicated office space or work area and a strong internet connection are needed to perform this job's 
duties. 

• Days and hours are Monday through Friday, from 8:00 a.m. to 5:00 p.m. 

• This position includes business travel, and a valid driver's license is required.  

• The use of a personal vehicle may be required. 
 
Physical Requirements 
The physical demands described here represent those that must be met by an employee to successfully perform the 
essential functions of this job. While performing the duties of this job, 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 and/or move up to 25 pounds. Specific vision abilities required by this 
job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.   
 

Application Instructions 

• Submit a cover letter and resume to mbegay@nativepublicmedia.org by October 16, 2020  

• Reference NPM_PS2020 in the Subject and/or Attention lines  

• Final candidates will be contacted to schedule interview 
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