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Job Posting
Position Title:
Program Manager

Reports To:
Vice President, Grants & Initiatives

Position Type:
Full-time, professional exempt

Closing Date:
Open until filled
Submit Resume to:    foundation2011pmanager@gmail.com or fax: 954-761-7102

Position Overview: 
Community Foundation of Broward seeks a highly motivated Program Manager to enlarge the work on Foundation initiatives. The Program Manager is responsible for building strong nonprofit leadership through the creation and implementation of innovative programs and resources. Candidate will also lead Foundation work to create sustainable systems for Broward’s retired baby boomer population to be connected to opportunities to use their skills to benefit the community. The ideal candidate will be a catalyst to help nonprofit leaders to become more effective and to help residents become more civically engaged.  Candidates for this position must have a track record of developing and leading community initiatives and producing high quality (educational) programs with proven results. Candidates must have a strong grasp of leadership development, civic engagement, and knowledgeable of trends and issues of the nonprofit sector.
Skills Requirements: 
· Communication/Public Relations Skills
· Stellar communication skills with ability to communicate clearly and concisely, verbally and in writing; produce reports, briefs, newsletters, web content and other communication for various purposes and audiences  

· Excellent presentation skills, with the ability to excite, interest, engage, and connect with diverse audiences
· Provide quality customer service to internal and external customers; ensure Fundholders and other investors are satisfied with Foundation services and community work
· Develop and maintain a network of individuals and organizations necessary for the success of programs and initiatives
· Ability to convene multiple sectors to advance Foundation work; serve as discussion facilitator/moderator; build consensus on issues addressed
· Ability to work professionally with many audiences, including donors, staff colleagues, board members, financial consultants, etc.  
· Program Development and Implementation Skills
· Deep knowledge of public/private sector (business and community) trends and issues and able to translate knowledge and ideas into action. 

· Experience in designing high level, effective leadership programs for executives and community leaders that have resulted in end users’ application of new knowledge to advance an organization’s mission
· Demonstrated leadership in conceptualizing, developing, implementing and evaluating large scale initiatives that have impacted organizations, communities and residents
· Team Player/Problem Solving Skills
· Ability work collaboratively with staff to integrate cross program activities and functions to achieve goals of initiatives and programs
· Ability to establish and maintain harmonious and effective relationships with constituents, agencies, and co-workers
· Ability to resolve issues independently and efficiently using strong critical thinking, creativity and analytical skills

· Administrative Skills
· Create systems for capturing and updating useful information in Foundation’s information management system

· Experience in preparing and analyzing reporting data that enables accurate evaluation of program outcomes 

· Ability to prepare and annual budget

· Ability to plan, coordinate and manage internal and external committees of diverse levels of leadership
Key Attributes of a Strong Candidate:
· Commitment to accuracy and excellence 
· Open-mind to new ideas and demonstrate flexibility to ensure best outcomes are achieved
· Capacity to work under pressure, manage multiple projects simultaneously, and meet deadlines
· Have knowledge of and existing ties to a broad and diverse range of community resources 
· Ability to mentor and coach high level leaders

· Ability to represent the Foundation in a professional manner in the community

· A self-starter who can work independently as well as part of the Foundation’s team
· A positive, can-do attitude
· Experience in nonprofit consulting and knowledge of nonprofit organizational development are a plus

· Proficiency in computer applications, specifically MS Office 2010

Qualifications:

· Bachelor’s degree 

· Minimum 3 years of high level relative work experience in nonprofit or for profit environment, with concentration on business development, training and professional development, civic engagement and/or community building work
· Proven track record of creating and implementing new programs and strategies that have led to improved organization effectiveness
The Community Foundation of Broward’s mission is to provide leadership on community solutions, and foster philanthropy that connects people who care with causes that matter.  The Foundation is a highly regarded nonprofit philanthropic organization with almost $100 million in assets which produce annual grants of $5 million.  It is leading solutions in several community-based initiatives and is positioned as the “go to" place on philanthropy and community leadership. The Foundation’s office is located in downtown Fort Lauderdale.[image: image2][image: image3][image: image4][image: image5][image: image6][image: image7][image: image8][image: image9][image: image10][image: image11][image: image12][image: image13][image: image14][image: image15][image: image16]
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