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Director of Programming and Leadership Development
POSITION SUMMARY:  Under policy direction of the Executive Director, performs a wide range of difficult to complex management responsibilities. Uses considerable, independent judgment and leadership in decisions that influence Project Transformation programming. Responsible for oversight of all 5 full-time program staff, as well as 90-100 summer and 10-15 year-round AmeriCorps members.  Provides vision and direction to the development of Project Transformation programs and advises and assists the Executive Director in planning, policy, and operations matters. In the spirit of the mission of Project Transformation, the Director of Programming and Leadership Development is primarily responsible for supervising summer and one-year AmeriCorps members; the development, implementation, and evaluation of all programming activities; creation of a nurturing, supportive work environment for program staff, including the AmeriCorps members; planning and implementation of the year-round leadership course; and management of the AmeriCorps program/grant.  Works closely with the Executive Director to ensure program meets objectives.  Responsible for upholding the values and carrying out the mission and vision of Project Transformation, including the covenant relationship with the United Methodist Church.  

ACCOUNTABILITY:  The Director of Programming and Leadership Development is directly accountable to the Executive Director.

ESSENTIAL DUTIES AND RESPONSIBILITIES:  This position requires daily, weekly and monthly responsibilities that must be completed in a timely manner.

1. Ensure that all program activities follow the mission and vision of Project Transformation.

2. Manage long-range planning for programs and ensure that programs follow a plan that results in measurable outcomes.

3. Ensure programs continue to deliver high-quality afterschool and summer instruction and care.  Follow industry trends and research to continue to evolve the programs to improve the outcomes and grow the impact.

4. Work to ensure that all program personnel actions are in the best interest of the organization and are in compliance with federal, state, and city regulations.

5. Guide and support the program team, ensuring that quality programs with proven results are ongoing.

6. Develop and implement an annual training schedule for year-round and summer AmeriCorps members. 
7. Enroll/exit members and collect/process reporting documents for AmeriCorps.

8. Supervise interviews, hiring, onboarding, coaching and training of all AmeriCorps members, particularly of full-time site coordinators.  
9. Review and analyze the performance of the program team.  

10. Review and analyze the performance of AmeriCorps members.  Coach and counsel AmeriCorps members in a calm and mature manner.
11. Oversee management of the food program for the after-school and summer programs.
12. Oversee management of housing provided to AmeriCorps members.  
13. Assess operational, program, staffing, and fiscal needs of Project Transformation.
14. Evaluate all programs and, in conjunction with program managers, initiate new programs for children and families.  
15. Maintain and develop partnerships with organizations and community leaders that can enrich the leadership course for AmeriCorps members.
16. Prepare and deliver formal presentations before various public and private organizations, including United Methodist and other churches; attend meetings, conferences, and seminars requiring periodic to frequent travel.
17. Be accountable for the implementation of strategic programmatic objectives as set forth by the Board of Directors.

18. Ensure accountability of the program team in implementing long-range plans for programs.  

19. Create a nurturing, supportive Christian work environment for the AmeriCorps members by providing weekly meetings and ongoing training; provide daily coaching, management, supervision, and support for the professional and personal development of AmeriCorps members.
20. Be accountable for AmeriCorps grant management (implement objectives and oversee collection and compilation of participant and member data).  
21. Serve as co-director for Urban Camp, and provide oversight and support for Adventure Week and College Tour.  
22. Provide support and guidance in planning and implementation of AmeriCorps member training of community volunteers.  The Director of Programming and Leadership Development must make site visits.

23. Enforce the department safety standards and Company policies and procedures.  Develop and ensure completion of daily project schedule of staff. Ensure proper and adequate work coverage.  Maintain accurate records of staff, supplies, inventory, purchase card expenditures and budget management.  Order and inventory supplies, research and report on capital equipment purchases and maintenance.  

24. Facilitate and troubleshoot the problems associated with all service issues.  Schedule and dispatch AmeriCorps members, arrange necessary repairs to restore service and schedules.

25. Assist in developing departmental plans, goals, objectives, policies and procedures.  Coordinate schedules of staff and other interested parties.  With the Executive Director, provide supervision and guidance to all assigned staff.  

26. Assist the Executive Director in coaching and directing staff in operational activities to ensure compliance with company goals, objectives and budget.  Review on a continual basis the department procedures, staffing and equipment for maximum efficiency while controlling costs.

27. Other duties, as assigned.

COMPETENCIES:  To perform the job successfully, an individual should demonstrate the following competencies:

1. Leadership:  Exhibit confidence in self and others; inspire and motivate others to perform well; effectively influence actions and opinions of others; inspire respect and trust; accept feedback from others; provide vision and inspiration to peers and subordinates; give appropriate recognition to others; display passion and optimism; mobilize others to fulfill vision.

2. Managing People:  Include staff in planning, decision making, facilitating and process improvement; take responsibility for activities of direct reports; make self available to staff; provide regular performance feedback; develop skills and encourage growth of staff; solicit and apply customer feedback (internal and external); foster quality focus in others; improve processes, products, and services; continually work to improve supervisory skills.

3. Strategic Thinking:  Develop strategies to achieve organizational goals; understand organization’s strengths and weaknesses; analyze market and competition; identify external threats and opportunities; adapt strategy to changing conditions.
QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  
· Education:  Bachelor’s degree.  Master’s degree preferred.

· Experience:  3-5 years of specialized program management experience and 3-5 years of supervisory experience.  

· Any combination of education and experience that would provide the required skill and knowledge for successful performance would be qualifying. Typical qualifications would be equivalent to a master’s or bachelor’s degree from an accredited college or university with major coursework in ministry, education, social work, or child/youth development and 3-5 years of experience performing programmatic, responsible general administrative, and supervisory work.
· Must have the ability to vision and to think strategically, conduct high-level planning, and implement to meet set objectives.

· Experience with and ability to interview, hire, train, counsel, and terminate employees; plan, assign, and direct work; appraise performance; address complaints; and resolve problems.

· Must have excellent communication skills, oral and written, interpersonal, and presentation, and the ability to communicate effectively with a diverse range of audience, including customers (internal and external), senior management, Board of Directors; persuasion and negotiation of conflict and problems; must be able to synthesize and summarize information and communicate directly.

· Demonstrates an understanding of computer technology.  Must have excellent computer skills.  Must use the personal computer, including word processing, spreadsheet, database and computer aided design software, calculator, fax, phone, projectors, website and mobile phone.

· Must be able to read, write and speak English.  Proficiency in Spanish a plus.

· Must be able to work with others to resolve issues and maintain composure in an environment of changing priorities.    

· Must have knowledge of all company policies and procedures.  Must be able to work on a time table, follow instructions, respond to management direction, and solicit feedback to improve performance.  Ability to work independently on assigned tasks as well as to accept direction on given assignments.

· Possession of strong organizational skills is imperative.  Must be detail oriented.  Must be able to work well under pressure.  
· Must have the ability to prioritize and execute tasks.  Must resolve problems in a timely manner.  
· Must have excellent team experiences, working in a team-orientated, collaborative environment.  
· Must have strong project management principles, interpersonal skills, ability to present ideas in a business and user friendly language.  This position must be able analyze complex information and keep confidentiality. 
· May be required to work weekends, travel out of down for extended days.

· Must be able to interpret legal documents and government regulations; evaluate fiscal and financial reports, forms, and data; analyze complex written documents; identify and resolve administrative problems; work long and irregular hours and under pressure conditions.
· Must have knowledge of principles and practices of business management and marketing including personnel practices and employment laws, program budgeting, general accounting, and fiscal management practices; and office procedures and business operating systems.
· Must be able to delegate responsibility and achieve results through subordinates.
· Ability to work with little to no supervision and is a team player.

· Work efficiently with staff, personnel, volunteers, students, families, and Board of Directors.

· Must have close and long-distance vision to watch the AmeriCorps members and children.   Peripheral and depth perception is mandatory for the safety of the AmeriCorps members and children.  Normal hearing is required in case of emergency verbal calls from the children and AmeriCorps members.  
· Must be able to create a nurturing, supportive work environment for AmeriCorps members, volunteers, work-study students, children, and staff.  Must have positive demeanor, self and balance. Poised and comfortable in relating to a variety of people in multiple settings.  Must be able to accept all diverse background including sexual orientation, race, religion, and disability.   
· Knowledge of developmental levels for children and youth, specifically those in an urban context.  Must discern age-appropriate information and behavior of students and AmeriCorps members.   
· Must review any major problems with the Executive Director.   Must complete all duties and projects as assigned by the Executive Director and provide back up to specific employee positions and/or procedures.
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