
 

 

 

 

 

 

 

July 2022    
  

Immunization 
Information System (IIS) 
Manager 
Sample role description 
 



 
IIS sample role description: IIS Manager 

 2 

This sample role description identifies typical duties and responsibilities of an immunization information system 
(IIS) manager and indicates sample competencies of a person fulfilling this role.  
 

Note: Actual position descriptions should include only the information applicable for the specific position or role. 
Depending on staffing levels, several roles may be combined within a single position, or several positions may fill the 
same role.  

Summary 

The IIS manager is responsible for leading a team to carry out all operations of the IIS. Key responsibilities include 
hiring and supervising staff; managing the IIS vendor and working with the information technology (IT) department 
to ensure development, maintenance and security of the system; promoting participation of immunizing 
providers and other partners in the IIS; ensuring high quality IIS data; promoting authorized use of IIS data and 
functions; ensuring compliance with laws, regulations, policies and standards; and fulfilling the IIS-related 
requirements of the jurisdiction’s immunization program and the Centers for Disease Control and Prevention 
(CDC). 

Alternate role title  

 IIS director 
 IIS coordinator 

IIS core competencies 

This role description is based on PHII’s IIS Core Competency Model, which provides functional, behaviorally-based 
tasks or processes that can be observed or measured and are required at an organizational level for the 
successful, high-performing functioning of an IIS. Major duties and responsibilities below are organized into the 
applicable domains from the model.  
 

  

https://phii.org/resources/iis-core-competency-model/
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Primary Duties and Responsibilities (as applicable within jurisdiction) 
Duties may include but are not limited to:  

 Leadership and management 

 Develop a deep understanding of immunization program needs and ways the IIS currently supports or 
could support the program. 

 Work with the immunization program manager and program staff to ensure the IIS supports all areas of the 
immunization program. 

 Create a vision for the IIS and establish strategic priorities informed by the immunization program and 
internal leadership, providers, CDC, American Immunization Registry Association (AIRA) and other 
partners. 

 Motivate staff and partners to engage with the vision and foster collaboration to deliver the vision. 
 Establish and maintain strong collaborative relationships through frequent two-way communication with 

internal and external partners to build support for the IIS and increase completeness of IIS reporting by 
providers. 

 Keep supervisor, other internal leadership, colleagues and CDC well informed of IIS plans, activities, 
resource needs and issues requiring resolution. 

 Provide leadership and mentoring to staff responsible for day-to-day IIS operations including data 
exchange with providers and other partners; data quality assurance; reporting to CDC; onboarding of 
providers and other partners for reporting and access; and use of IIS data and functions to support the 
immunization program components described in the CDC Immunization Program Operations Manual 
(IPOM). 

 Assess staffing needs periodically to ensure coverage of key IIS roles; hire qualified staff to fill gaps. 
Ensure staff have resources needed to fulfill their responsibilities and achieve competency, including 
equipment, training, supervision, mentorship, coaching and access to standard operating procedures 
(SOP) for important tasks. 

 Develop and administer the IIS budget and participate in procurement of products and services in 
collaboration with supervisor, immunization program management and other jurisdiction leadership. 

 Ensure timely completion of IIS-related sections of the jurisdiction’s CDC cooperative agreement (CoAg) 
and component application work plans and reports, other CDC required reports and data requests, and the 
CDC IIS Annual Report (IISAR); collaborate with CDC on pre-and post-submission quality control activities 
to verify IISAR answers. 

 

 Law and policy 

 Work with jurisdiction legal counsel to execute data use agreements with partners and ensure compliance 
with laws and regulations. 

 Collaborate with legislative liaisons to propose new laws, regulations and policies to advance the IIS. 
 Collaborate with the IT department, IIS vendor (if applicable) and IIS staff to ensure the security and 

confidentiality of IIS data in accordance with jurisdictional laws, policies, standards and requirements. 
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 Communication 

 Engage and communicate with internal and external partners on strategy, standardization compliance, 
advocacy and other matters of mutual interest. 

 Prepare abstracts, presentations and articles for publications, conferences and meetings to share lessons 
learned and disseminate findings of evaluation projects; prepare grant applications.  

 Serve as a subject matter expert on national workgroups to contribute to developing standards and best 
practices to advance IIS. 

 

 Data use 

 Ensure use of the IIS to support the immunization program, internal leadership, providers, schools, health 
plans, individuals, families and other partners engaged in increasing immunization coverage rates. 

 Work with jurisdiction leadership and IIS vendor (if applicable) to develop and support dashboards to 
inform the public and government leaders of progress toward immunization goals. 

 

 Data quality 

 Develop and monitor indicators for IIS data quality and performance; lead corrective action to achieve 
high quality data and optimal performance. 

 Regularly review CDC Data Quality Reports, the CDC IIS Dashboard, and the jurisdiction’s cooperative 
agreement (CoAg) work plans and reports, as well as reports from the AIRA Measurement and 
Improvement Aggregate Analysis Reporting Tool (AART), to identify and prioritize IIS enhancements and 
changes to internal reports and processes to align with CDC IIS Functional Standards and IIS community 
best practices; share AART reports with CDC. 

 Collaborate with IIS vendor (if applicable), CDC, AIRA, other IIS and other national partners (e.g., Veterans 
Health Administration) to implement interjurisdictional data exchange via the IZ Gateway; ensure 
monitoring of incoming and outgoing data quality and work with partners to resolve issues. 

 Participate in CDC, AIRA, Public Health Informatics Institute (PHII) and IIS vendor consortium forums and 
workgroups to collaborate on IIS upgrades, data quality improvement activities and implementation of 
national standards for secure data exchange. 

 

 Interoperability 

 Ensure IIS onboarding of providers, health information exchanges (HIEs), health plans and schools for 
exchanging data based on CDC-approved interoperability standards, applicable laws and resources 
developed by community partners. 

 Identify, assess and plan to incorporate data from available sources, e.g., vital records (births, deaths, 
adoptions), newborn screening, lead screening, and driver license data to improve demographic record 
completeness and accuracy. 
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 Information systems management 

 Ensure effective management of IIS vendor and IT department staff, including setting priorities for IIS 
software development and issue fixes; providing sufficient processing capacity, bandwidth, storage, and 
redundancies for current and future needs; optimizing IIS  performance, usability, reliability, security and 
portability; implementing account management policies and practices for individual users and 
organizational accounts that are consistent with jurisdictional policies; implementing change control 
practices for software enhancements, bug fixes and maintenance patches; and supporting and 
maintaining the IIS in a timely manner. 

 Work with IIS vendor and IT department staff to ensure development and maintenance of system 
documentation (e.g., functional and technical requirements, management plans, release schedules, 
implementation plan, operations and maintenance plan, service level agreements, security plan, 
contingency/recovery plans, testing plans, operations manual and related training materials) as noted in 
the Immunization Program Operations Manual (IPOM) and CDC IIS Functional Standards. 

 Identify, document and use IIS functional and non-functional requirements as described in the 
Requirements Traceability Matrix to ensure compliance with CDC IIS Functional Standards and meet 
business needs (e.g., for evaluating available products or for developing, documenting and testing system 
enhancements and usability). 

 Ensure that data exchange systems are monitored and continue to work properly. 
 

 Training 

  Oversee and contribute to the development and delivery of appropriate training for internal and external 
IIS users. 

Background and qualifications 

Successful candidates should have:  

 Master’s degree (preferably in public health or other relevant field) with a minimum of 3 years of 
professional experience in a supervisory role in public health, information technology or a related field 

OR 

 Bachelor’s degree (preferably in public health or other relevant field) with a minimum of 5 years of 
professional experience in a supervisory role in public health, information technology or a related field 

Preferred knowledge, skills and abilities include:  

 Proficiency in data management and analysis 
 Strong oral and written communication and interpersonal skills 
 Grant writing experience 
 Proficiency in Microsoft Excel, Word, statistical software (e.g., SAS, R or SPSS), SQL query tool, and data 

visualization tools such as Tableau or Power BI 
 Ability to work independently and effectively in a high-pressure environment 
 Ability to understand and navigate a complex bureaucracy 

https://phii.org/download/requirements-traceability-matrix/
https://phii.org/download/requirements-traceability-matrix/
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 Ability to interpret technical data and translate it into actionable information 
 High level awareness of IT project management concepts  
 Knowledge of data sharing/informatics standards (e.g., HL7, SOAP Web Services) 
 Ability to lead interdisciplinary teams of both technical and programmatic staff  
 Ability to develop and maintain constructive and cooperative relationships among staff and partners 


