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Announcement Number:   2019-11
Who can apply: PUBLIC
Open: April 10, 2019
Closed: Until Filled
	Position Title
	Program

	Program Manager
	Community Habilitation Program and Alee Shelter


Character of the Job:

Employees in this class are responsible for overseeing daily operations of the assigned program.  Job performance is reviewed through conferences, consultations, meetings and other forms of review process.  The employee reports directly to the Deputy Director or the Executive Director.

Illustrative Examples of Work:

(These examples do not list all the duties which may be assigned; any one position may not include all duties listed)

1. Manages program to ensure that implementation and prescribed activities are carried out in accordance with specified objectives.

2. Plans and develops methods and procedures for implementing program.

3. Directs and coordinates program activities and exercises control over personnel responsible for specific functions or phases of program.

4. Selects and conducts evaluations of personnel according to knowledge, experience and performance of work duties.

5. Orientates staff of program and individual responsibilities for functions and phases of program.

6. Directs and coordinates activities and carries out objectives of program.

7. Reviews reports and records to ensure compliance with contract specifications and other objectives.

8. Conducts outreach through community awareness and education.

9. Prepares program budget and ensures expenditures are within approved program budget.

10. May provide availability to 24-hour on-call consultation as required by contract.

11. Prepares correspondences and reports as required.

12. Attends meetings as required.

13. Prepares and monitors collection of data and maintains records to ensure confidentiality.

14. Performs other related duties as assigned.

MINIMUM KNOWLEDGE, SKILLS AND ABILITIES:

· Ability to supervise;
· Knowledge of basic computer skills;
· Ability to interpret and apply rules, regulations and personnel labor laws;
· Ability to exercise sound judgment of work issues;
· Ability to work effectively with collateral contacts within the community and network with other organizations to enhance the quality of care for clients served;
· Ability to train and make presentations pertaining to the program assigned.
· Ability to negotiate and obtain program needs.
· Good human relations and interpersonal skills.
Required Minimum Education and Experience:

· Graduation from a recognized college or university with a Bachelor’s Degree in Psychology, Sociology, Social Work, Public or Business Administration or related field plus five (5) years of work experience in administration and management of programs; or

· Graduation with an associate degree with seven (7) years of work experience in an administrative and managerial capacity directing programs plus two (2) years work experience supervising program staff and managing operations; or

· Any combination of the above; other higher education may be substituted for work experience.

SPECIAL REQUIREMENTS:

A. Current Institutional Health Certificate
B. Original Police/Court/Traffic Clearance
C. District Court Clearance for Title III Program only
D. Current Drug-Free Certification
E. Updated “Free of Infectious Disease” Certification
F. Driver’s/Chauffer’s Licenses and reliable transportation

REQUIRED DOCUMENTS: To validate credentials you may claim (e.g. High School Diploma, /College Transcript), a copy of a certified copy of the document(s) and resume must accompany the application.  Failure to provide proof may result in a determination of not meeting required education and/or experience.    If selected, you will be required to submit a recent Police, Traffic and Court Clearance and submit to and pass a drug test.

For more information, please contact Ms. Linda Del Rosario, Personnel Officer at 635-1412.
DIANA B. CALVO
Executive Director
Catholic Social Services does not discriminate in employment on the basis of race, color, religion, sex, national origin, political affiliation, sexual orientation, gender identity, marital status, disability and genetic information, age, membership in an employee organization, or other non-merit factor.


