	[image: image1.png]V
nevada
volunteers





	Position Description


Position:  Program Officer
Reports To:  Executive Director
TYPE OF POSITION & FLSA STATUS:  Full-time/Exempt

LOCATION:  Reno, Nevada
Summary/General Description of Responsibilities:

The Program Officer is responsible for the programmatic and financial development, implementation, management, evaluation and compliance of the AmeriCorps*State portfolio.  As a member of the senior management team, the Program Officer assists in strategic planning and problem solving.  The Program Officer works within the guidelines, policies and mission of the organization and will be accountable and responsible for specific projects as assigned.  The position will require flexibility regarding travel to each AmeriCorps programs and for other business purposes.   
Specific Duties and Responsibilities:

Program Delivery:

· In conjunction with the Executive Director support the AmeriCorps*Nevada Notice of Funding Opportunity through provision of training and technical assistance to programs/applicants and participating in the review of annual program applications.

· Develop and implement a comprehensive program monitoring system including periodic program and site visits to assure achievement of program objectives and compliance with state and federal programmatic and fiscal requirements.
· Develop AmeriCorps grantee program directors through support and training.
· Establish and maintain elements of best practices for use by existing and emerging service programs from federal government, colleague networking and other forms of training.
· In coordination with other staff, develop and implement Program Development and Training Plan, and Disability Inclusion Plan, including but not limited to Program Director meetings and teleconferences, pre-service training, and volunteer management training.

· Analyze trends in the program, identify issues and develop and recommend solutions.
· Develop, implement and evaluate recruitment strategies to expand the number of participating members and grantees in the program.
· Answers inquiries from general public and/or directs to appropriate parties.

· Compile, maintain and report on the monthly, quarterly and annual program statistics.

· Performs other necessary duties as required.
Mentoring Programs:

· Developing and maintaining effective working relationships with sub-grantees.

· Train and develop new Program Directors; provide orientation, teach best practices, explain grant provisions, and AmeriCorps regulations and policies.  
· Review and aggregate quarterly grant performance measures quarterly; provide feedback to Program Directors.

· Develop and implement training and disability inclusion plans.
Under the Supervision of the Executive Director, Responsible for:

· Serving as representative of the Executive Director in her/his absence.

· Representing Nevada Volunteers with other State, Federal, and local agencies in the areas of mutual support and information networking.

· Managing new national service initiatives, including determining feasibility in line with organizational mission and capacity.

· Implementation and design of evaluation components for all aspects of operations, including Commission evaluations; instruct Program Directors on evaluation of their program.

Accountable for: 

· Timely completion and accuracy of all work.

· Adherence to policies and procedures.

· Equipment within his or her possession.

Authorities and Limitations of Authority: 
· As assigned.

Qualifications:

· Bachelor’s degree

· A passion for service and building collaborations
· Grants management experience

· Budgeting and financial management experience
· Strong problem solving and group leadership skills.

· Ability to interact with people of all ages and cultural backgrounds.

· Ability to work independently and as part of a team.

· Proficient computer skills.

· Excellent oral and written communication skills.

· Ability to work flexible hours and travel as needed.
· Willingness to submit to and pass a comprehensive National Service Criminal History Check, which includes a National Sex Offender Registry Check, State of Nevada background check and an FBI finger print check.
Support Provided:
· Employee Handbook – Policies and Procedures
Additional Guidelines or Expectations:

I understand the responsibilities and qualifications of this position, and agree to fulfill them to the best of my ability.
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