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Job Description
Job Title:
Director of Programs

 Department:
Programs


    X
  Exempt    
 Non-exempt

Revision date:
August, 2017





Reason position exists:

· To provide oversight, support and direction for Programs: DeafBlind Services MN, Community Services & Rehabilitation Services and its Managers

· To support the President/CEO with implementation of strategic initiatives

· To cultivate and nurture strategic community partnerships
Key Result Areas:  
The primary accountabilities for the position include:
1. Develop and Manage the Programs
· Provide guidance, support and decision making to Program Managers and their teams

· Ensure continuity and consistency among teams and their respective delivery of programs

· Establish clear program roles, processes and measurements of success that are clearly communicated and understood by department managers and throughout VLR 
· Develop Program specific policies & procedures with program managers for each program as determined by program needs.
· Provide overall management, planning and guidance to program managers, ensuring timely and accurate execution of responsibilities. 

· Manage program budgets and projects, to internal and external expectations. 

· Responsible for ongoing program develop to continue to meet community need. 
2. Manage and Develop Program Managers
· Provide regular and ongoing support and guidance to Program Managers
· Recruit, retain and develop employees that positively contribute to the mission and values
· Provide respectful performance feedback to employees. 
· Partner with Human Resources to address under-performance
· Recognize and reward strong performance
· Work with employees to identify development needs and create growth opportunities

3. Participate in implementing VLR’s strategy, mission, culture and values 
· Provide leadership and project management support to President/CEO; to aid in the implementation of strategic initiatives

· Establish relationships with key strategic partners with the intent to help expand funding and program development

· Help to create a community of services, skills and support to people with vision loss.

· Make decisions in the best interest of clients, students and VLR
· Offer hospitality to every visitor and to each other
· Ensure self and staff demonstrate VLR values in every interaction:  community, service, respect and innovation
4. Programs-specific Responsibilities
· Develop, monitor and report program outcomes to grant, contract management and the Board of Directors
· Develop strategic partnerships to build referral networks for VLR programs.
· Develop program evaluation metrics and community impact metrics
Education and Preferred Experience

· Bachelor’s Degree and experience of 5+ years successful program management, with budgetary responsibilities and supervisory experience
· Proficient MS Office Suite and understanding database systems
· Strong attention to detail

Attributes: 

· Strong commitment to the VLR mission 

· Strong problem solving and analytical skills
· Strong communication skills and professionalism with diverse people and organizations
· Initiative and a commitment to ongoing improvement
Physical Demands

· The physical demands are that of a typical office environment.  Ability to do continual computer work and sit for long periods of time

· Occasionally required to walk, stoop, bend, reach overhead

· Must be able to lift 20 lbs. on an occasional basis

Acknowledgement

This job description is not meant to be all-inclusive.  It defines the critical job responsibilities and requirements only, which may change at any time, with or without notice due to agency needs, regulatory requirements or other factors.
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Position:  Director of Programs
	PHYSICAL REQUIREMENTS

	Requirement
	Never
	Occasionally

0.25 – 2.5 hrs
	Frequently

2.5 – 5.5 hrs
	Continuously

5.5 hours +

	Lift up to 10 pounds
	
	X
	
	

	11-24 pounds
	
	X
	
	

	24 – 35 pounds
	x
	
	
	

	36 – 50 pounds
	x
	
	
	

	other
	
	
	
	

	Carry up to 10 pounds
	
	X
	
	

	11-24 pounds
	
	X
	
	

	24 – 35 pounds
	x
	
	
	

	36 – 50 pounds
	x
	
	
	

	other
	
	
	
	

	Push
	
	X
	
	

	Pull
	
	X
	
	

	Reach overhead
	
	X
	
	

	Climb
	
	stairs
	
	

	Squat/Bend
	
	X
	
	

	Sit
	
	
	x
	

	Stand
	
	X
	
	

	Balance
	
	X
	
	

	Walk/Move About
	
	X
	
	

	Grasping simple or firm
	
	
	x
	

	Keyboard Manipulation
	
	
	x
	

	Work at heights
	x
	
	
	

	Operate heavy machinery
	x
	
	
	

	Operate desk machines
	
	
	x
	

	Exposed to changes in temperature
	x
	
	
	

	Exposed to dust, fumes, gases, chemicals
	x
	
	
	

	Other
	
	
	
	

	PRIMARY WORKING CONDITIONS

	Average Noise Exposure
	Normal Office Environment

	Equipment Operated
	Normal Office Equipment

	Working Hazards              
	None

	Guide dogs may be present in the office.  


