
 
 

Job Description 

Job Title: Project Manager, Strategic Initiatives  

Department: Strategic Initiatives  

Reports to: Senior Vice President of Strategic Initiatives   July 2018   
  
Summary  
 
The Project Manager will play an important role in the development and management of NDRI strategic 
initiatives. He/she will work with various cross-functional project teams to plan and implement new 
business opportunities and to communicate the status and performance of each to Management.  He/she 
will be responsible for providing status reports and outcome data for review by contracting agencies.   
 
The responsibilities are centered on a thorough understanding of NDRI enterprise goals and general 
operating principles. This includes routine conferencing, report writing, report presentations, quality 
improvement documentation and data management aspects as it relates to strategic initiatives projects.  
 
The Project Manager will develop and implement strategies to prevent nonconformance issues and 
present information to both the Senior Vice President of Strategic Initiatives and the Director of Quality 
Assurance.  He/she is responsible for scheduling regular performance meetings with key personnel.  
 
 
Responsibilities  
 

1. Work with cross-functional project teams to development and on-boarding projects through the 
creation of project plans and other project management tools in-line with our contractual 
obligations. 

2. Support the implementation of goals, objectives, policies, procedures and systems pertaining to 
the various projects. 

3. Manage various project activities, including meetings, project plans updates, internal 
communication, tracking progress of tasks and follow-up.  

4. Monitor progress and performance of project deliverables. 

5. Prepare reports, tables and other data formats for presentation to both internal and external 
stakeholders, as needed. 

6. Work with Sponsor and NDRI Management to development and manage contracts and other 
supporting documents. 

7. Work with NDRI Management and Federal Agencies to assemble, manage and submit grant 
applications and related materials. 



8. Review and sustain SOPs to ensure alignment with project requirements. 

9. Draft project specific content, as needed, for newsletter, brochures, and other marketing 
communique. 

10. Maintain established quality standards for all projects through evaluation of accepted quality 
metrics and performance goals. 

11. Assist the Vice President of Strategic Initiatives with all strategic initiatives related issues as 
needed. 

12. Aid in the relay of communication of data and performance reporting to external stakeholders.  

13. Promote NDRI services and offerings through attendance and participation in conferences, as 
required.  

14. Support the implementation of a training program through participation in training meetings and 
development of training materials.  

15. Represent NDRI professionally to all partners. 

16. Other duties as assigned.  

 
Qualifications  
 
Skills 
 

1. Excellent written and verbal communication skills. 
2. Strong and effective interpersonal skills, ability to communicate well with customers and internal 

partners.  
3. Ability to effectively manage multiple priorities simultaneously. 
4. Ability to work collaboratively with others, putting team before self. Possesses a high degree of 

personal integrity and a strong work ethic. 
5. Hands-on, results oriented approach to business with a “can-do” attitude. 
6. Ability to think and act in a highly disciplined manner, staying focused on the achievement of the 

department’s goals and mission. 
 
 

Experience 
 

1. Bachelor’s degree in a life science discipline or equivalent. Minimum 5 years’ experience in 
relevant project management environment or tissue donor program management. Equivalent 
combination of education and experience will be considered.  

2. Coursework in Project Management. 
3. Grants administration.  
4. Proficiency in the use of Microsoft Office products, CRM, Excel, Project, Smartsheet, PowerPoint, 

Word, and Outlook.  
 


