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Job Description


Job Title:	Program Manager
Reports To:	Executive Director

FSLA Status:	Exempt

General Summary:

Coordinates all activities and programs for assigned Leadership Lincoln programs.  Supervises, trains and directs volunteers involved in assigned Leadership Lincoln programs.  Evaluates and markets the programs to the community and works with collateral agencies. 

Essential Job Functions:

1. Develops and facilitates youth and/or adult leadership programs and implements curriculum and training materials to support these programs in accordance with Leadership Lincoln’s values, mission, and strategic plan.  Periodically evaluates these programs to ensure they are meeting the expectations of the Leadership Lincoln organization, Board of Directors, participants, collateral agencies and the community. 

2. Independently plans, organizes and works with staff, committees, and program chairs to coordinate Leadership Lincoln programs and other related assigned youth and/or leadership activities and programs.  Monitors program and event expenditures. 

3. Attends youth and/or adult program days, activities, and meetings, as required. 

4. Proactively seeks opportunities for youth and/or adults to serve the community on boards, tasks forces, community service-learning projects, etc., and matches youth and/or adults with these opportunities. 

5. Assists the Executive Director and other staff with special projects. 

6. Helps maintain organization’s records and prepares various reports for the Executive Director and Board of Directors.  Maintains various databases and office files.

7. Performs other duties as assigned by management. 


The statements herein are intended to describe the general nature and level of work being performed by employees assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified.





Physical Requirements:
	
	0-24%
	25-49%
	50-74%
	75-100%

	Seeing: Able to read reports, computer screens, and other communication
	
	
	
	X

	Hearing: Able to communicate with customer and co-workers
	
	
	
	X

	Standing/Walking
	
	X
	
	

	Climbing/Stooping/Kneeling/
Bending
	X
	
	
	

	Fingering/Grasping/Feeling:
Able to use keyboard and other equipment
	
	
	
	X

	Lifting (25-50 lbs)
	X
	
	
	



Job Specific Requirements:

Attendance:	Regularly scheduled attendance required

Skills:	Developing and implementing leadership curriculum and delivering leadership programs for youth and adults; effective verbal and written communication skills; and, exercising good judgment consistent with the organization’s value and legal ethics 

Other:		Extensive weekend and evening work.  Reliable means of transportation.

Education and Experience:

· Associates degree in Human Relations, Education or related field required.  Bachelor’s degree in Human Relations, Education or related field or equivalent experience preferred.

· Previous youth and/or adult program development experience or volunteer work preferred.
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