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Classification Title Code/Title: Agency Program Manager/9170 
 

Exempt Status: Exempt *Exemption may be subject to applicable salary requirements from the Department of Labor 
 

Pay Grade:  
 
Job Summary:  Responsible for program management and development, grant writing, strategic partnerships, training 
and development. . 
 
Essential Duties and Responsibilities 
 

 Develops plans. Identifies scalable program opportunities. Conducts needs assessment and identification and ensure 
that the program team and external stakeholders receive information in a timely manner. 
 

 Assists writing donor proposals. Meets with donors to describe the value of the proposals being presented. Outlines 
scalable programs that support the outcomes of the strategic plan,  

 

 Helps build national partnerships special-interest organizations. Assists Council in developing relationships with 
external stakeholders; including assistance with program design and program maintenance. 
 

 Defines and helps lead professional development sessions. 
 

 Prepares and oversees the preparation of training and operational manuals. Recommends program guidelines, 
procedures, policies, rules, and regulations.  Develops and recommends program guidelines, interprets policies, rules, 
and regulations and ensures they are followed. 

 
This document represents the major duties, responsibilities, and authorities of this job, and is not intended to be a complete 

list of all tasks and functions. Other duties may be assigned. 

Additional Responsibilities 
 
 
Minimum Requirements 
 
Education – Bachelor’s degree or higher in relevant field. 

Experience – Seven years of related experience.  

Knowledge, Skills, Abilities 

Excellent verbal and written communication skills. Ability to use word processing, spreadsheet and database programs. 
Ability to multi-task and work cooperatively with others. 

Registration, Certification, or Licensure  

 
Supervision Received/Given    
May supervise others. 
 
Other Requirements 
 

 *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 
disabilities to perform the essential functions. 
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