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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. The 
project manager role may be filled by a contracted employee, the central information technology (IT) department or 
other jurisdictional staff. Assigned responsibilities may differ based on whether the role is filled by contracted 
employee or jurisdictional employee. Depending on staffing levels, several roles may be combined within a single 
position, or several positions may fill the same role.   

Summary 
The IIS project manager (PM) is responsible for planning and coordinating the execution of IIS system- and/or 
program-related initiatives and projects on-time and on-budget. Typical projects may include IT enhancements or 
replacements/migrations, change requests, and systems maintenance issues. The PM is especially critical in 
large-scale projects such as IIS platform migrations, as this enables the IIS manager to focus on the day-to-day IIS 
operations while the PM can oversee migration-related activities. Migration projects are complex, time and 
resource intensive, and inherently risky; hiring a PM can be key to ensuring the project’s success. The PM provides 
oversight and support of the entire project lifecycle for the IIS related project, from initiation through planning, 
execution, monitoring and controlling, and closeout. The PM will have oversight of the cost, schedule and 
resources to enable successful execution of the project.   

 

The PM will work under the supervision of the IIS manager and immunization program manager, representing the 
interests of the immunization program in delivering quality work products as contractually defined. The PM will be 
expected to work closely with the jurisdiction’s IIS and IT staff, including PMs representing IT and/or third-party 
vendors, and engage with the jurisdiction’s procurement staff to ensure standard project management processes, 
policies and methods are followed throughout the project life cycle. 

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 

 Work with the IIS manager and immunization program manager to ensure sufficient IT project funding and 
other resources are available and committed throughout the project’s duration. 

 Develop and implement an effective IT project governance process; document levels of authority and all 
decisions made. 

 Work with the IIS manager, immunization program manager, jurisdictional IT and procurement staff to 
execute and monitor contracts, service level agreements and purchase orders with IT product and/or 
services vendors in support of the IIS and immunization program. 

 Lead the planning and execution of IT projects including IIS change requests, systems maintenance 
issues, enhancements, and, as needed, large-scale, complex projects such as migrating to a new IIS 
platform by applying industry-standard change management, project management, and system 
development life cycle (SDLC) practices. 

 Use industry-standard project management tools and resources available from the Centers for Disease 
Control and Prevention (CDC), Public Health Informatics Institute (PHII), and the American Immunization 
Registry Association (AIRA). 

 Develop and implement a plan for documentation and maintenance of clearly defined standard operating 
procedures (SOPs) to support execution of important tasks and improve program staff learning. 

 

 Communication 

 Maintain IIS, immunization program staff, and project partner engagement and communication through 
frequent and various communication methods (e.g., project status reports, documented meeting 
agendas, notes and action items, and collaboration tools with vendors/implementers). 

 Communicate project status, risks, mitigations and other important developments to leadership in a 
timely fashion. 

 Solicit IIS and program staff input on project scope, requirements, timeline and deliverables to inform 
project management plans. 

 Coordinate completion of the communication plan, including an internal and external partner analysis, to 
facilitate and build support among IIS users and partners for imminent changes associated with the IT 
project. 

 Share knowledge and best practices with the IIS and broader public health community by participating in 
meetings, giving presentations, contributing to manuscripts for journal articles and other activities. 

 

 Data quality 

 Support IIS staff efforts to identify and resolve data quality issues across defined characteristics in the 
CDC IIS Data Quality Blueprint (i.e., available, complete, timely, valid, accurate, consistent, unique). 

 Gain familiarity with CDC, AIRA and PHII data quality guidance, best practices and resources. 
 



 
IIS sample role description: IIS Project Manager 

 4 

 

 Information systems management 

 Document the project scope, resources and timeline within a project charter to obtain approval to initiate 
the project and ensure consensus on the targeted objectives and approach. 

 Collaborate with IT and/or vendor(s) to implement change control practices for software enhancements, 
bug fixes and maintenance patches; support requested deviations in strategic direction or priority, as 
needed. 

 Proactively mitigate risks and resolve project issues, escalating to project sponsors as needed. 
 Work with the IIS manager and immunization program manager to deliver high quality project deliverables 

using a clearly communicated quality review process. 
 Coordinate completion of programmatic deliverables such as, but not limited to, requirements 

documentation and test plan associated with the enhancement or replacement of the IIS system to ensure 
that the enhanced or new system meets the requirements of the immunization program and its partners. 

 Develop plans to anticipate changes in IIS infrastructure needs (e.g., increased processing power or data 
storage). 

 Collaborate with jurisdictional IT and IIS vendor(s), as applicable, to assess and address system changes to 
improve performance and reduce errors. 

 

  Project management 

 Develop a project management plan to include a project charter, project plan and risk register, i.e., risks, 
actions, issues, and decisions (RAID) log, to monitor deliverables, resource allocation and costs to ensure 
the project is delivered on-time and within scope and budget. 

 Develop and manage project budgets to accurately monitor expenditure/spend-down rates and to 
forecast budgetary needs. 

 Ensure critical activities and dependencies to achieve project milestones are accounted for in the project 
plan. 

 Use a work breakdown structure (WBS) to document the project phases, activities, due dates, assigned 
resources and dependencies to actively manage a project’s scope and timeline. 

 Document and manage project risks, issues and scope changes using defined tools and templates. 
 Document project deliverables in unambiguous language to ensure a shared understanding among IIS 

users and partners of project goals and success. 
 Work with IIS manager, immunization program manager, and procurement staff to document performance 

work statements (PWS)/statements of work (SOW) for procurement of IT products and services following 
jurisdictional regulations, policies and procedures. 

 Work with IIS manager and the immunization program manager to monitor performance of a 
vendor/implementer on an ongoing basis to ensure the provisions of the PWS are fully met. 

 Prepare and submit timely project status reports, flagging risks and actions taken or needed to mitigate 
risks. 

 Facilitate meeting logistics, including preparation and distribution of meeting materials such as agendas, 
notes, actions and expected due dates. 

 Coordinate and lead meetings with internal staff, the vendor and/or other third parties. 
 Monitor and track timely completion of actions for follow-up. 
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 Maintain project documents and materials to ensure initial and final versions are accessible and usable as 
reference. 

 Maintain repositories to store project artifacts for reference and to aid ongoing knowledge transfer. 
 

Change management 

 Assess the readiness for change of internal and external IIS users and partners at the outset of the IT 
project. 

 Develop and implement change management plans for internal and external IIS users and partners to build 
support, communicate, train and/or provide technical assistance in the course of implementing the IT 
project. 

 

 Training 

 Coordinate completion of a training plan to facilitate optimal use of IIS enhancements or replacement by 
internal and external IIS users and partners. 

 In collaboration with the IIS manager, business analyst and IIS vendor, as applicable, coordinate the 
development and implementation of training and technical assistance for internal and external IIS users 
and partners.  

Background and qualifications 

Successful candidates should have:  

 Minimum of 5 years of increasingly responsible professional project experience with at least 3 years as a 
project manager in a public health, healthcare, government or IT setting 

 Experience in applying industry standard discipline, tools or techniques to all aspects of the software 
development lifecycle including planning, design, implementation, testing and evaluation 

 Experience working with large-scale IT implementation projects and experience working with public 
health immunization programs or with an IIS is strongly preferred 

 Experience with various system development methodologies such as Waterfall or Agile/Scrum 
 Strong demonstrated project management skills to effectively coordinate and manage the project scope, 

timeline, team and budget through the establishment and application of standardized methodologies, 
tools and controls 

Preferred knowledge, skills and abilities include:  

 Strong project management skills across various public health settings, methodologies and techniques 
 Project Management Institute (PMI)-certified Project Management Professional (PMP) 
 Additional certifications, such as Information Technology Infrastructure Library (ITIL) 
 Strong and proven change management skills, including stellar communication skills and the ability to 

build strong relationships and demonstrated success coordinating activities across diverse groups of 
people 

 Strong organizational skills and the ability to establish long-range objectives and effectively communicate 
strategies and actions to achieve them while coordinating diverse activities to ensure completion of 
project deliverables 
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 Clear and effective written and verbal communication skills; needs to be able to effectively communicate 
with both health professionals and lay public in both verbal and written communications, reports, articles 
and other documents 

 Ability to coordinate activities of onsite and remote project teams, IIS staff and vendor teams 
 Ability to delegate tasks, coach and train others when needed 
 Proficient in project management software such as MS Project and in using MS Office software (Word, 

Excel, PowerPoint, Visio) and other risk and issue tracking tools (e.g., JIRA, JTrac), statistical software 
(e.g., SPSS, SAS, R), and data visualization tools such as Tableau, Power BI 

 Familiarity with informatics principles and their application in public health or healthcare system 
management 

 Knowledge and expertise in the functioning of immunization programs and immunization information 
systems or knowledge of informatics principles and their application in public health or healthcare system 
management 

 Knowledge of principles, methods and standards of quality assurance (QA)/independent verification and 
validation (IV&V) practices 

 Ability to develop and maintain constructive and cooperative relationships among staff and partners 


