POSITION:
Program Director

This position is a full time positions. Salary is $30,000 - $37,000; DOE. 

KEY RESPONSIBILITIES
The Program Director will have ongoing responsibility for:


• Managing Front of House 

•  Supervising non-management staff

• Creating and Coordinating Youth & Adult Classes, After School, & Teen Programming
• Coordinating Mentor program
• Attracting and Coordinating Program Volunteers
Managing Front of House
As the person in charge of the daily operations of The Funhouse’s facility, the Program Director (P.D.) is extremely important to The Funhouse’s public image. In addition to strong organizational, communication, and computer skills, the position requires the ability to think on one’s feet, multi-task, and be honestly caring and compassionate for the kids and families we serve. 
· Interface with children, families and community. The P.D. might have to deal with a parent at one moment, work on the computer the next moment, and sagely discipline kids the next.  

· Includes all Funhouse Commons open hours, including Teen Nights (Fridays 6-10 p.m.) and some evenings. The P.D.’s presence may not always be required; however, the P.D.’s thoughtful preparation and staffing for these times is.
· From time to time the P.D. may be called upon to address small groups in our community on various topics or represent The Funhouse on committees or at events. 

· The Program Director must know The Funhouse facility and programs thoroughly and report malfunctions, problems, or cleaning issues to the E.D. or maintenance staff promptly. 
· Maintains/updates safety policy signage ("enter @ own risk", "program rules”, etc)

· Ensures front desk staff welcomes youth participants, parents, and visitors. 
Supervising non-management staff
· The Program Director is responsible for all Funhouse non-management staff, including After School staff, Teen Night Supervisor and Teen Night staff. 

· Supervises staff includes scheduling, discipline, hiring and firing, scheduling employee reviews, and staff training -- all under the oversight of the Executive Director (E.D.)
Creating and Coordinating Youth & Adult Classes and After School & Teen Programming
· The Program Director is responsible for organizing and scheduling classes year-round for kids and adults. Develops class ideas with instructors, prices them, schedules them, and prepares written descriptions for print and web materials, all with final approval of the E.D. 
· Marketing materials may include press releases, website content and social network posts.  The P.D. will collect photos and stories for use in various media. 
· The P.D. is responsible for ensuring Teen Night and After School offer a varied array of creative options that meet the needs of the community.
· Develops & tracks Funhouse programs – prepare reports that include enrollment, success of program, volunteers in attendance, etc.
· Solicits feedback from class/program participants as well as seeking feedback from the community re classes/programs desired.

· Provides board with "heart warming" information for use with donor contacts

Coordinating Mentor program
· Oversees the development and implementation of the youth mentoring program, which matches adult volunteer mentors with youth in a one-to-one relationship. 
· Ensures program quality and performance related to recruiting, screening, matching, monitoring, and closing the relationship with the mentor and child, and communicates with the mentor, parent/guardian, and child throughout the relationship. 
· Perform and oversee participant screening, training, matching, support and supervision, recognition, and closure activities

· Oversee inquiry and orientation process to ensure excellent public relations and customer service 

· Manage the planning and implementation of mentor/mentee group events (i.e. bowling trips, pizza parties, end-of-year events)

· Plan and implement recognition activities for program participants (i.e. thank you’s for mentors)
· Maintain and update the program’s policy and procedure manual as needed.

· Oversee program evaluation activities

Attracting and Coordinating Program Volunteers 
· Find and attract volunteers. 

· Schedule volunteers into programs based on volunteer’s strengths.

· Follow up with thank you cards and appropriate recognition

· Maintain and update volunteer contact information and appropriately track each volunteer.
Other Responsibilities

The Program Director takes the lead in the planning and hosting of various Funhouse public events, such as our annual science fair, Funhouse 5K, annual grad night party, and New Year’s Eve Party, Back to School events, College Counseling and other events, as directed by the E.D. 

Reporting

The Program Director reports to The Funhouse Executive Director.

