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ADP TOTALSOURCE / AIDS FOUNDATION HOUSTON, INC. JOB DESCRIPTION 
JOB TITLE: DIRECTOR OF HEALTH PROMOTIONS  

___________________________________________________________________________________________________________ 
Reports to: Chief Operating Officer      Status: Exempt  
Full-time Regular        Date of Revision: May 2019 

 
SUMMARY:  This position is primarily responsible for leading programmatic development, implementation, analysis and reporting for all 
AFH prevention and supportive services programs using information based on the agency strategic plan, current funding requirements, 
information provided by research and relevancy studies. Develop and implement the overall structure of all programs to ensure integration 
of strategies and systems to decrease silos and improve outcomes. Set the direction with Managers/Coordinators the expectations and 
outcomes of each program, contract compliance, yearly departmental planning, and department level budgeting to meet the needs of 
services. Support Managers/Coordinators in problem-solving supervision, program deficits, and outcome concerns to increase program 
stabilization and success. Work with all other departments to create effective communication and outcomes between departments. Work 
with clinical providers to ensure seamless clinical performance and patient satisfaction. Keep the teams informed on trends regarding 
HIV/STDs and relevancy regarding AFH. Ensure excellent relationships with funders, collaborative partners and stakeholders; including 
but not limited to, the Centers for Disease Control and Prevention, Houston Health Department, Texas Department of Criminal Justice 
System, and Texas Department of State Health Services.  
 
Core competencies of a Director includes the following: Leads development of annual department plans, quality assurance, monitoring, 
compliance, evaluation, internal and external reporting, and publication of AFH programs and services. Develops strategies to achieve 
organizational goals; identifies external threats and opportunities to programming; adapts strategy to changing conditions, develops 
workable implementation plans; communicates changes effectively; builds commitment and overcomes resistance; prepares and 
supports those affected by change; monitors transition and evaluates results. Understands implications of decisions; aligns work with 
strategic goals. Displays passion and optimism; inspires respect and trust; mobilizes others to fulfill the vision; provides vision and 
inspiration to peers and staff. Delegates work assignments; matches the responsibility to the person; gives authority to work 
independently; sets expectations and monitors delegated activities; provides recognition for results. Develops and monitors program 
budgets; conserves organizational resources; and supports revenue generation through grant making and/or program growth. Federal 
and private foundation grant writing experience.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
Core duties and responsibilities include the following. Other duties may be assigned. 
 
Planning  
1. Supports the Strategic plan process and develops the Annual plan with other team members 
2. Set the direction of programs with supervisees to ensure achievable program goals are set based on current needs and status of 

the programs. 
3. Implements plans and ensure goals are met. 
4. Identifies and plans with HR yearly program staff training needs; may facilitate staff training and include in planning the use of 

evidenced-based interventions and strategies throughout all programs. 
5. Ensures implementation and evaluates annual program logic models that detail outcome-based programming. 
6.  Leads program development activities to include, but not limited to, writing proposals, creation of logic models, program and staff 

structure, monitoring and evaluation tools, needs assessments, customer quality satisfaction surveys, process and outcome 
analysis, policies and procedures, and writing abstracts/publications.   

 
Program Oversight and Management 
1. Oversees the vision and direction of all AFH prevention programs and support services. 
2. Set direction and develop quality prevention and support services that take AFH to the highest level of care. 
3. Develop relevant programming based on current trends regarding HIV/STDs, 340B, high impact prevention strategies, linkage and 

retention in care, marginalized community inclusion, community engagement, mental health, substance use, trauma-informed care, 
and crisis intervention.  

4. Sets direction regarding incorporating multicultural and gender fluid services across programs. 
5. Develop/maintain services navigation model for internal and external services. 
6. Direct/maintain program goals and objectives to track data on AFH prevention programs and services. 
7. Monitors the progress of departmental goals, objectives, outcomes, and contractual compliance/obligations/regulations. 
8. Oversees client database (s) information to ensure accurate reporting of client demographics, outcomes, etc. 
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9. Develops and monitors system for responding to program emergencies, ensures that appropriate documentation is completed. 
10. Develops and reviews clinical settings, standards, and controls to ensure programmatic compliance with agency policy and federal 

regulations (eg. HIPAA). 
 
Contract Compliance and Monitoring 
1. Works with COO/CPO to ensure that written and electronic case records in assigned programs are accurate and contain all 

necessary forms, information, and signatures as required by the funder and internal policies. 
2. Works in conjunction with COO/CPO and Finance regarding funder site visits or compliance audits for assigned programs 
3. Supports COO/CPO in assembling documentation, inviting pertinent staff, and writes/submit follow up correspondence to 
 auditors/monitors 
4. Meets with auditors/monitors during site visits or compliance audits 
5. Works in collaboration with the Finance Department to submit contract billings on time 
6. Annually, reviews, updates and develops necessary policies and procedures 
7. Follows all protocols as required by funding sources and additional AFH protocols 
8. Submits required personnel paperwork and financial paperwork on time and accurately 
9. Follow all regulatory requirements for reporting suspected abuse or neglect 
 
Data Development 

1. Directs program goals and objectives to track integration of all AFH programs and services. 
2. Monitors the progress of departmental goals, objectives, outcomes, and contractual compliance, obligations, and regulations. 
3. Oversees agency/funder client database (s) information to ensure accurate reporting of client demographics outcomes, etc. 

4. Reviews and assures that monthly, quarterly, and annual reports are completed accurately and submitted by established 

deadlines. 

5. Produces a monthly report to COO/CPO demonstrating that concerns, successes, compliance and program goals are on track. 

6. Report program information to the COO/CPO for the Board of Directors meeting when requested. 

7. Produces monthly impact report to be shared internally to let the AFH team know what is happening at programs. 

Fiscal Oversight   
1. Facilitates the budget development and revision process with Accountants 
2. Ensures that programs are delivered on a budget without sacrificing program quality; leads recruitment of external resources to meet 

gaps in funding.  
3. Meets regularly with appropriate Finance staff to ensure budget and finance issues are resolved timely. 
4. Provides programmatic budget information to the CEO during the annual budget process 
 
Resource Development: 
1. In coordination with the assigned team ensures the completion of government funding RFPs. 
2. Provides accurate information regarding AFH services, HIV, Homeless, Prevention, Education, and Outcomes narrative for grant 
 writing purposed. 
3. Sets the direction with Development department regarding volunteer initiatives and/or internship opportunities throughout  
 programs. 
4. Assists with (and oversees, as needed) the planning and/or implementation of agency, program, and community special events. 
5. Develops yearly with COO/CPO the opportunities to develop income and resources for programs beyond government funding. 
 
Networking 
1. Serves as a liaison to administrative agencies and community planning groups (such as the Houston Health Department, CPG, 

CDC, DSHS, The Texas Syndicate, Harris County, Ryan White Planning Council, UCHAPS, etc.) germane to assigned programs. 
2. Represents AIDS Foundation of Houston (AFH) at relevant interagency and community, prevention, and housing meetings 
3. Represents AFH on community planning boards. Attends and/or presents at conferences regarding best practices. 
4. Develops leverage agreements, Memorandums of Understanding (MOU), collaborations, and other agreements according to 
 grant requirements. 
5. Makes presentations internal and outside groups on prevention, current HIV/STD prevention education and related chronic disease 

trends in epidemiology, treatment and prevention methodologies and information on all AFH programs for the community, 
donors/funders, and prospects. 

6. Ability to lead by example and to represent AFH professionally in the community 
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7. Ability to form professional relationships with client/consumer population members and establish professional relationships with 
 corporations, academic institutions, faith communities, funders, and service organizations. 
8. Attends department, agency-wide staff meetings and other meetings as scheduled. 
9. Frequently checks AFHs main source of communication; emails and the AFH Intranet announcement board. 
 
Team Functions 
1. Supports other employees' efforts to serve clients and the community. 
2. Acts as a cooperative member of the AFH team. 
3. Supports and supervises interns and volunteers placed within programs. 
 
SUPERVISORY RESPONSIBILITIES: 
Manages up to four subordinate supervisors who supervise a minimum of 15 employees and volunteers. Responsible for the overall 
direction, coordination, and evaluation of these employees. Carries out supervisory responsibilities by the organization's policies and 
applicable laws. Responsibilities include interviewing, hiring, and training employees: planning, assigning and directing work; appraising 
performance; rewarding and disciplining employees; addressing complaints and resolving problems. 
 
EDUCATION AND/OR EXPERIENCE 
Level of Education: Master’s Degree strongly preferred or at a minimum of a Bachelor’s Degree in a social science field. Areas of study 
include health sciences, social work, psychology, public administration, healthcare, and/or public health.  
 
Work Experience: With the minimum of a Bachelor’s degree, five years of program management and supervision required. With a 
Master’s degree, two years of experience in social services with progressively higher levels of responsibilities. Or equivalent combination 
of education and experience. Supervisory experience required. Database analysis, federal grant writing, report writing and compliance 
experience strongly preferred.  
 
Additional Requirements: NA 
 
COMPUTER SKILLS:   
To perform this job successfully, an individual should have moderate proficiency in database software; Internet software; Spreadsheet 
software; Microsoft Office suite; Electronic Medical/Health record and Word Processing software.  
 
OTHER QUALIFICATIONS: 
• A minimum of eight (8) years of general social service experience with five (5) years supervisory experience 
• A minimum of five (5) years working with persons living with HIV/AIDS or other marginalized community preferred. 
• Prior experience working in HIV/STD prevention required. 
• Prior experience in the areas of successful program compliance, program development and program management with funding from 

Center for Disease Control (CDC), Department of State Health Services (DSHS), Health Resources and Services Administration 
(HRSA), local Health Department, and other federal, state, local, and private funding sources strongly required. 

 
LANGUAGE SKILLS:   
Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental 
regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information and 
respond to questions from groups of managers, clients, customers, and the general public. 
 
MATHEMATICAL SKILLS:   
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to 
compute rate, ratio, and percent and to draw and interpret bar graphs.  
 
REASONING ABILITY: 
Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. 
Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form. 
 
OTHER SKILLS AND ABILITIES: 

o Ability to work as a highly cooperative member of a team -to accomplish agency and program goals 
o Ability to communicate professionally both verbally and in writing 
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o Ability to be culturally sensitive and linguistically competent in serving the needs of a highly diverse clientele including but not 
limited to all racial, minority, and ethnic groups, as well as substance abusers, homeless, gay/lesbian, bi sexual, and 
transgender populations 

o Ability to provide crisis intervention as a part of a team 
o Ability to work as a highly cooperative member of a team of department staff and volunteers in the integration of services. 
o Ability to form professional relationships with target population members. 
o Ability to work flexible schedules, including evenings and weekends as needed, in the greater Houston area. 
o Knowledge of general office practices and procedures. 
o Knowledge of AFH policies and procedures. 
o Ability to prioritize multiple tasks. 
o Ability to use considerable judgment and initiative required to establish work procedures. 
o Ability to make decisions by established policies and procedures. 
o Ability to perform routine bending/stooping while filing and performing office/outreach duties. 
o Ability to perform routine twisting/reaching while working at computer/desk and performing office/outreach duties. 
o Ability to perform routine walking/standing during the course of the day and while performing office/outreach duties. 
o Ability to hear and speak well enough to converse over the telephone and while performing education and outreach duties 100% 

of the time. 
o Ability to see well enough to use a computer efficiently and read computer reports and correspondence 100% of the time. 

 
PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential 
functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
While performing the duties of this job, the employee is regularly required to talk or listen. The employee is frequently required to sit. The 
employee is occasionally required to stand and walk. The employee must regularly lift and/or move up to 10 pounds. Specific vision 
abilities required by this job include close vision.  
 
WORK ENVIRONMENT:  
The work environment characteristics described here are representative of those an employee encounters while performing the essential 
functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
The noise level in the work environment is usually moderate. 
 
 


