Seeking Program Manager
Footlights, Center for Performing Arts is seeking a part-time Program Manager.
Footlights, Inc., is a non-profit, after school program, inspiring Hartford youth to excel and discover their talents through the arts, in a safe and fun environment.  
 

Title: Program Manager
Job Summary: The Program Manager supports the Executive Director and oversees the efficient and effective day-to-day operation of the Center. He/she oversees the coordination and administration of all aspects of ongoing programs including planning, organizing and leading program activities. Responsibilities and duties include, but are not limited to:  
· Planning the delivery of the overall programming and its activities in accordance with the mission and the goals of the organization. 

· Supervising program staff by providing direction, input and feedback. 

· Coordinating participant workshops with local, national and international talent. 

· Overseeing satellite programs and collaboration efforts with other local arts non profit organizations. 

· Managing academic support programs. 
· Communicating with stakeholders to gain community support for the organization and solicit input to improve the program. 

· Supporting annual fundraising and special events planning including, building relationships with local businesses and securing various levels of in-kind support. 

· Monitoring the program activities on a regular basis and conduct annual evaluations. 

· Reporting evaluation findings to the Executive Director and recommending changes to enhance the organization. 

· Assisting the Executive Director with other projects as needed. 
Skills, Education and/or Experience:
· The ideal candidate will possess an Associate and/or Bachelors degree, with at least two years of experience in a non profit or educational field. 
· A background or interest in the performing arts and a love for youth required. 

· Must display professionalism, be able to multi-task, and have impeccable organizational skills. 
· Proficient in Microsoft Office suite and administrative skills. 
· Experience with non-profit development and grant research a plus, as this candidate will also assist in fund development.
 
Hours and Salary 
· Part time, 25 hours per week. 
· Hours are flexible, and some weekends required for special events. 
· Must be available at least Monday through Friday, 2 to 6 p.m.  
· Starting salary is $22,500 and negotiable with experience. 
Interested applicants, please send your letter of interest and résumé to:
Footlights, Inc.
750 Main Street, Suite 706
Hartford, CT 06103
CLOSING DATE: March 15, 2008 
