Self Sufficiency Program Manager


SELF SUFFICIENCY PROGRAM MANAGER
General Statement of Duties


Performs responsible program management, grant administration and professional work in managing the agency’s Self Sufficiency programs and grants.

Distinguishing Features of the Class

An employee in this class is responsible for supervising case management activities, providing consultation, technical assistance and supervision to Coaches and other staff, and developing and administering a variety of program grants. Work may include supervision of administrative support staff. Work involves coordinating team activities, ensuring effective resource utilization and quality assurance of standards and services, providing technical case management supervision of services, developing staff training and preparing reports. Grant management may include budget development, and grant writing, monitoring and administration and reporting. Work is characterized by extensive contact with the Agency Leadership Team, customers, external agency representatives and grantors. Work requires extensive knowledge of the program performance standards and services, potential grant sources, and expert case management judgment. The employee must exercise creativity, initiative, and sound judgment in program management. Leadership, teamwork, and collaboration skills are also required. Work is performed under the general supervision of the Children, Family and Community Partnerships Director, and is evaluated through discussion, Significant Incident reports, goals accomplished and an annual evaluation

Duties and Responsibilities
Essential Duties and Tasks

Leads a staff team to recommend and develop program goals, objectives, procedures and priorities for the programs in accordance with agency missions and goals, state and federal standards and requirements and grant requirements.

Supervises and ensures quality in case management planning and service delivery of staff; supervises competence and technical expertise of staff; and monitors cases and staff activities for compliance with program and grant standards and requirements.

Supervises case management and support staff, and others involved with related programs; coordinates process through team and peer review process.


Provides expert technical assistance and consultation to line staff, various program coordinators and external agency staff and families being served by the Agency.


Coordinates team activities and meetings involving Coaches and peers.

Serves as a member of the Agency’s Leadership team.


Supervision shall include participating in the varied personnel management functions; to recruit, select, train, coach and discipline staff.  Also performs annual employee evaluations and coordinates with Human Resources to discipline and recommends dismissal.

Prepares, reviews and authorizes Agency required programmatic reports and expense requests for staff and grantors.


May help to research, develop and write new and continuation grants to support existing and new programs. Develops varied program budgets, monitors revenues and expenses of the program and approves all requested expenditures and reimbursements through unit cost review.

Promotes and plans varied development activities for staff; ensures training is provided on current trends, family needs and skills.


Works with Resource Development Coordinator to develop annual grant proposals for primary grantors and new sources of income and resources to supplement existing or new self-sufficiency objectives.

Additional Duties

Performs related duties as required.

Recruitment and Selection Guidelines
Knowledge, Skills and Abilities

Extensive knowledge of and demonstrated skills in case management and facilitation, and program management.

Considerable knowledge of customers eligible for the programs and the socioeconomic, psychological and motivational factors relating to families served.


Considerable knowledge of grant writing and administration.


Considerable knowledge of community resources and intervention for clients served and their families.


Considerable knowledge of modern management and supervisory theories and practices.

Considerable knowledge of budget concepts and agency related accounting processes.


Demonstrated skill in program management, working effectively with and in teams and with individuals from varied backgrounds to solve problems, develop and implement programs.


Demonstrated skill in making presentations.


Demonstrated skill in expressing ideas, concepts, and plans effectively, both in oral and written forms.


Ability to supervise work of staff.


Ability to analyze, determine options, and arrive at effective resolutions for program and service delivery development and implementation, and problems.


Ability to exercise sound judgment.


Ability to establish and maintain effective working relationships with, department heads, program managers, peers, employees, a variety of community agencies and service disciplines, grantors and the general public.


Ability to model and incorporate Organizational Principles into work practices.

Physical Requirements

Must be able to physically perform the basic life operational functions of walking, fingering, talking, hearing and repetitive motions.


Must be able to perform sedentary work exerting up to 10 pounds of force occasionally, and/or a negligible amount of force frequently or constantly to move objects.


Must possess the visual acuity to analyze and prepare data and reports, to read extensively, and to operate a computer terminal.

Desirable Education and Experience

Graduation from a four-year college or university with a degree in a human services or business administration degree required and at least four years of related program delivery and case management experience, preferably including supervisory and administrative experience; or an equivalent combination of education and experience.

Community Action Opportunities
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