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JOB DESCRIPTION 




 
Job Title: Program Manager II



Reports to: Executive Director
Exemption Status: Exempt


Location: Hawaii





Effective Date: 9/2/16
Purpose:  
Under the direction of the Executive Director, implements organization policies/procedures and communicates the vision and mission of Access to Independence to consumers, staff and the general public throughout Oahu.
Essential Job Duties & Responsibilities:
1. Oversees the day to day operations of the Hawaii location, programs and administration, and ensures the successful implementation of the policies established by the Board, IL philosophy, compliance programs and strategic plans.
2. Works closely with the Executive and Deputy Directors regarding, strategic, program and financial planning and relevant Human Resources and finance matters ensuring timely and effective communication with relevant parties.
3. Directly manages the performance of and motivates/empowers a strong team (which may sometimes include consultants) including career development and succession planning. 
4. Raises the visibility of the organization through the development and implementation of an effective marketing plan and serves as the chief spokesperson in Hawaii on advocacy issues, at the state and local level, and public relations matters.

5. Ensures that the Hawaii grant funding is fiscally sound by working closely with the Deputy Director to prepare and track budgets, make financial decisions that are in accordance with plans and policies developed by the Board and ensure that the organization is in compliance with all government/fundor  regulations and/or requirements related to accounting and finance.
6. Monitors compliance with grants and contracts, including the preparation of performance reports and maintenance of appropriate records.

7. Leads fundraising efforts/activities in Hawaii through community networking, developing, sustaining and growing a diverse corporate and individual donor base, with an emphasis on corporate and foundation giving.
8. Promotes an organizational culture that fosters passion for the mission and adherence to established values.

9. Provides leadership in the community regarding disability related issues and to employees by communicating appropriately, modeling independent living philosophy,
Other Duties & Responsibilities:

1. Participates in committees inside and outside the organization which promote and support advocacy issues, Independent Living philosophy and the organization’s mission and vision.
Requirements / Job Specifications
Knowledge / Skills / Abilities:

· Ability to develop, provide leadership and show commitment to the organization’s policies and procedures, mission/vision/values. 
· Ability to plan, monitor and evaluate budgets.
· Knowledge and understanding of Social Security and American with Disabilities Acts, State and Federal laws, regulations and/or other issues pertaining to the philosophy of Independent Living Centers.
· Knowledge and understanding of federal and state employment laws.
· Ability to promote, market and clearly explain the services that Access to Independence offers to consumers, other businesses, donors, legislators and organizations in the community.

· Ability to effectively manage employee relations issues, conflicts and resolve conflicts successfully.

· Ability to use standard office equipment and Microsoft Office applications in an IBM PC environment.
· Commitment to empowering people with disabilities to live independently and personal life experience with a disability and/or experience in dealing with persons with disabilities.

Education 

· Bachelor’s degree in relevant field .
· Master’s degree is preferred.
Work Experience

· 2 years experience as a Director or Assistant Director at a small ($1-2 million) non-profit community based organization.
· 3-5 years senior management experience, including program development, strategic planning and employee relations preferably at an organization that provides services to persons with disabilities.

· Experience working with people with disabilities, preferably in an Independent Living Center.
· Experience in obtaining income through grants, government contracts, fees, foundations, corporations, fundraising events and individual donors.

Licenses or Certificates

· None
Interaction:

· Interacts with all levels of employees, consumers and/or outside agencies on a daily basis.

· Must possess the ability to interact effectively (influence, exchange and communicate information so it is understood) with consumers, employees at all levels of the organization as well as those outside the organization and provide appropriate communication to the target audience.
Language Skills

· Ability to clearly communicate, both verbally and in writing, with all levels of staff, consumers, Board members, philanthropic donors, funding organizations, legislative members and other outside agencies.
· Excellent public speaking skills including the ability to conduct effective oral and media presentations.

· Bi-lingual  preferred. 

Mathematical Skills

· Must possess basic math skills including the ability to add, subtract, multiply and divide numbers accurately as well as the ability to accurately calculate percentages.
Mental Demands

· Must possess excellent organizational skills, including the ability to effectively juggle multiple and/or competing priorities.

· Ability to define problems, collect/analyze data, establish facts, and draw reasonable conclusions and solutions in accordance with established organization policies and procedures.

· Must possess strong analytical and critical thinking skills, follow through and attention to detail.

· Must possess the ability to self-motivate, set and meet goals/deadlines to achieve desired results.

· Must demonstrate the ability to think independently within the scope of the position, make decisions and use good judgment and discretion in the decision making process.

· Must be accountable for decisions and actions.

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with qualified disabilities to perform the essential functions.

· Requires the ability to see, hear, speak and be understood by individuals, groups and/or people with disabilities.

· Requires the ability to interact with people with disabilities.

· This position requires manual dexterity and the ability to sit, stand, walk, bend, and stoop.

· The ability to move around in an office environment.  

· Requires the ability to independently travel, subjecting the incumbent to all the hazards associated with vehicular and air travel, in an effective and efficient manner to support the goals of the organization.
· May require the ability to occasionally work on weekends.

· Occasional need to intervene in consumer behavioral issues may subject the incumbent to some physical risks.

Work Environment:

The work environment described here is representative of those that an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with qualified disabilities to perform the essential functions.
· Indoor office environment with moderate noise level and exposure to other work site environments. 
Disclaimer:  The above statements are not intended to be an exhaustive list of all responsibilities, duties and skills required of personnel so classified.  Nothing in the job description restricts the company’s right to change, assign, or reassign duties and responsibilities at any time for any reason. 
Access to Independence and its affiliates are equal opportunity employers.  All qualified minorities, women and/or persons with disabilities are encouraged to submit their resume to the following address:
200 North Vineyard Blvd.

Ste. 508, Box 4

Honolulu, HI 96817
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