
Association of Food and Drug Officials 

Job Opportunity Announcement 

Position 
Assistant Program Manager 
 
Assignment Location 
Remote – must reside within 50 miles of a regional airport to facilitate travel when necessary 
 
Minimum Qualifications 

• Bachelor’s degree in a science related discipline (Food Science, Biology, 
Microbiology, Chemistry, Public Health, Environmental Health, etc.) 

• Minimum of eight-years experience conducting retail and/or manufactured food 
inspections for a state or local regulatory agency.  Three years of the experience 
may be substituted with time served as a supervisor overseeing inspectors 
conducting retail or manufactured food regulatory inspections. 

• Be professional, well-organized, detailed oriented, and able to multi-task  
• Be able to work independently and as part of a team, in a fast-paced environment  
• Be a proficient user of Microsoft Outlook, Word, Excel, and PowerPoint 

(intermediate to advanced) 
• Strong professional, analytical, and interpersonal skills  
• Excellent written and oral communication skills  
• Must be a self-starter, requiring minimal direction for completing assignments  
• Comfortable working in a setting of constant change  
• Be able to organize a daily workload by priorities  
• Be able to meet deadlines in a fast-paced quickly changing environment  
• Take a proactive approach to problem-solving with strong decision-making skills  
• Be able to travel multiple times per year to meetings, trainings, and/or 

regional/national conferences, as required by your position  
 
Responsibilities 
50%  -   Manage individual projects and provide support to the National Integrated Food 

Safety System Cooperative Agreement:  
o Planning and execution of assigned activities 
o Researching food safety issues and developing / updating online resources 
o Maintaining the accuracy of the Directory of State and Local Officials (DSLO) 

and the Retail Food Regulatory Programs Directory  
o Assisting in maintaining the accuracy of the Food Safety Careers database and 

website. 
o Participating in the planning and execution of national meetings covered by the 

cooperative agreements 
o Researching food safety issues and developing / updating online resources 



o Conducting surveys, as needed 
o Developing and managing new projects as assigned 

 
50%   -    Facilitate / instruct in-person and virtual instructor-led food safety courses offered 

by AFDO, including but not limited to: 
o Basic Inspector Skills 
o Retail Food Safety Courses 
o Manufactured Food Courses 
o Environmental Sampling 
o Other courses as assigned 

 

Salary 

Based on qualifications and experience 


