
PROGRAM MANAGER 
JOB DESCRIPTION 

 
 

POSITION OVERVIEW 

Monitors iJAG Specialists’ progress toward goals and provides training as needed to address 
gaps. Provides the supports and resources necessary for Education Specialists to fully 
implement the iJAG model with fidelity. Serves as the liaison between the programs and 
schools, identifies areas for professional development and implements training plan, analyzes 
data and serves as a member of the administrative team.  

ESSENTIAL FUNCTIONS 

1. Promotes maximum effectiveness of the iJAG model and mission among Education 
Specialists and school personnel. Conducts site visits to assure the iJAG mission is adhered 
to and model standards are met. Regularly conducts classroom observations and advises, 
counsels, and directs Education Specialists for continual improvement. 

2. Maintains the highest level of confidentiality, integrity and professionalism. 

3. Conducts staff performance evaluations and implements performance improvement and/or 
enhancement plans in conjunction with the President/CEO. 

4. Regularly interacts with School and District Administration about site performance. Work with 
the school Administrative Team to establish a system for continual program improvement 
and identify opportunities for expansion of services. Responsible for implementing new 
program sites as necessary. 

5. Enhances status and perception of program in a positive and professional manner. Resolves 
problems by developing and maintaining effective working relationships with school 
administrators, community leaders, and business partners, and by serving as liaison. 
Assures the President is informed on the status of each school partnership. 

6. Develops, organizes and conducts training opportunities for new employees and 
professional development. This includes training on the ENDMS and WIA databases; as well 
as iJAG responsibilities and expectations. All professional development is based on needed 
growth areas on an individual and organizational level. 

7. Assures that quality service is provided to clients by monitoring performance and progress 
outcomes, data analysis, observing and overseeing processes including student selection, 
assessments, classroom management and instruction, business and community 
connections, and obtaining feedback from all partners. 

8. Interviews and selects (in conjunction with the Administrative Team) Education Specialists 
that fit the requirements of the position, while also being a good fit with the particular school.  

9. Provide staff support and resources as needed with the iJAG program model, grant and 
partnership obligations, enrollment and compliance, participant documentation, and data 
entry in ENDMS. 



a. Regularly reviews and briefs the Leadership Team and President/CEO on 
ENDMS reports and recommends appropriate action for improvement. 

b. Prepares outcome reports and site updates to be presented at quarterly Board of 
Director meetings. 

c. Plans and implements all statewide student events annually, including volunteer 
recruitment and management. 

d. Responsible for quality assurance on all paperwork, monitors student files and 
reviews applications to ensure compliance with all Federal rules and regulations 
regarding other funding sources and manages student databases and special 
program/grant requirements. 

10. Ensures that all documentation and reporting requirements and deadlines are met in a timely 
fashion by Education Specialists. 

11. Hosts regular regional team meetings designed to focus on community specific tasks. 

12. Advocates for the program and enhances its visibility by participating in regional public 
relations activities, coordinating meetings, speaking to various community groups, and 
talking to legislators and industry leaders. 

13. Works with the Leadership Team to develop, review, and update company policies and 
procedures as they relate to the operation of the organization. Actively participates in weekly 
Leadership meetings. 

14. Works with the President/CEO in marketing and development efforts. 

ADDITIONAL RESPONSIBILITIES 

1. Participates in national and state seminars as appropriate. 

2. Participates, if necessary, as an accreditation reviewer for Jobs for America's Graduates in 
other states. 

3. Performs other duties as assigned by the supervisor. 

JOB QUALIFICATIONS 

1. Bachelor’s degree (Masters preferred) in business, education, or a related discipline. An 
equivalent combination of training, education, and experience will be considered. 

2. Ability to communicate effectively, orally and in writing, with a variety of individuals, within 
and outside of the school system. Quality writing is essential. 

3. Ability to effectively develop positive relationships, as well as diffuse and resolve conflict 
and/or misunderstanding between school Administration/staff and iJAG Administration/staff. 

4. Skills necessary to manage the activities and performance of staff from a distance and to 
develop the staff's human relations, leadership, supervision, and motivational techniques. 



5. A current, valid driver’s license and the ability to travel statewide on a regular basis (50%).  

6. Skills necessary to effectively organize, prioritize, manage, and achieve multiple goals. 

7. Ability to educate a variety of constituencies and interested parties about the program by 
developing ongoing relationships and making formal presentations. 

8. Experience in functioning effectively as a member of an administrative team. 

9. Experience in developing community and private sector partnerships. 

10. Experience with an understanding of Iowa Teaching standards, ESSA, and other education 
alternatives.  

11. Proficiency in basic computer applications including word processing, Excel and other 
Microsoft applications. 

 

REPORTS TO:  President/CEO  

DIRECT REPORTS: Education Specialists 

CLASSIFICATION: Administrative level position 
Salaried, exempt 


