Conservation Corps Minnesota & Iowa
  Iowa Program Manager Position Description 
Position: 
Iowa Program Manager
Location: 
Ames, Iowa 
Schedule: 
Full-time (40 hours/week), exempt, salaried position  
Benefits: 
Health and dental insurance, generous paid time off, 401(k) retirement savings plan 
Position Summary: The Iowa Program Manager is responsible for all aspects of regional operations for the AmeriCorps Field Program including program outreach and development, program planning, work project management, external relations, and corpsmember support. The Iowa Program Manager oversees all day-to-day program functions and supervises and delegates responsibility for various duties to the Assistant Program Manager. 
Relationships: The Iowa Program Manager (based in Ames, IA) will report directly to the AmeriCorps Field Programs Director (based in St Paul, MN) and will supervise the Assistant Program Manager (based in Ames, IA). 
Knowledge, Skills, and Abilities: This employee must have supervisory experience (preferably with the young adult age group), experience in workforce development, a thorough knowledge of human relations to assist with corpsmember management, and be able to effectively interact with people from diverse cultural, socioeconomic, and ethnic backgrounds. This employee must have the ability to effectively delegate to corpsmembers, supervise, and organize operations and must have leadership skills, characterized by the ability to gain respect, supervise, mentor, delegate authority, and positively influence others. Excellent written and verbal communication skills are essential. Working knowledge of conservation project management from a variety of disciplines such as trail construction, storm water best management practices, wildlife and fish habitat improvement and prairie/forest management and experience with hand and power tools and construction and mechanical skills is required. This employee must have the ability to coordinate or directly provide training in both technical and personal development skills. This position requires a valid driver’s license and good driving record and a current First Aid/CPR certificate or better. Familiarity with AmeriCorps or other federal service programs and a four-year degree in a related field is preferred.
Problem Solving and Creativity: This job requires a substantial amount of problem solving and the ability to respond competently to a variety of unforeseeable situations, associated with managing young adults (ages 18-25). This employee must have the initiative and ability to act independently with minimal supervision and the ability to multi-task and be flexible with responsibilities and work schedule. 
Primary Responsibilities: 

· Expand program operations by soliciting and securing new project hosts, partnerships, grants and/or fee-for-service revenue.  

· Plan, administer and promote all aspects of the 11-month Field Crew program within the region for around 20 AmeriCorps members and 1-2 Specialists annually. 

· Recruit, interview, select, train, assign, evaluate, and manage performance of AmeriCorps members.

· Recruit, train and supervise Assistant Program Manager to effectively manage program workload. 

· Design and execute educational, technical, and safety trainings responsive to the needs of corpsmembers.

· Serve as a liaison between the Corps and community partners, schools, and project hosts.

· Solicit, schedule, and manage work projects in accordance with AmeriCorps and Conservation Corps standards, and budget constraints. 

· Coordinate field operations for AmeriCorps crews, ensuring that projects are completed in an efficient, safe, timely manner in compliance with project agreements. 

· Consult and communicate with the AmeriCorps Field Programs Director on planning, personnel, project budgets, program status, equipment, and other infrastructure support needs.

· Manage program evaluations and implement changes to continuously improve operations.

· Contribute to and complete program and grant reports as necessary.

I. Training
· Oversee corpsmember development to ensure that corpsmembers achieve personal and program success through the principles of team work and service-learning.   

· Provide or coordinate trainings such as defensive driving, ATV, trailering, tool use and safety, chainsaw and brushsaw, tree identification, map, GPS use, equipment use and maintenance.

· Conduct on-the-job training demonstrations for all crews starting new jobs or using specialized tools.

· Help coordinate and actively participate in program-wide crew member & crew leader trainings.

II. Safety
· Assist in developing new and/or improved safety trainings, presentations, manuals, etc.
· Conduct safety reviews and post-incident investigations to mitigate risk exposure of the Corps.

· Oversee Iowa Workers Compensation insurance claims.
III. Equipment/Fleet
· Keep offices, shops and vehicles neat and orderly: conduct repairs, clean, oil, and grease equipment.

· Collect and record full equipment inventory for each assigned crew once per year.

· Assure proper safety and maintenance of fleet and Corps owned equipment.
IV. Crew Operations/Supervision
· Spend time directly with crews in the field (includes trainings, site safety visits and working with crews).

· Assist with recruitment, interviews, hiring paperwork and orientations.

· Conduct written and verbal corpsmember evaluation 60 days post program start and at service end.  
· Conduct discipline in accordance with policies outlined in the Corpsmember handbook, as needed.
· Mediate corpsmember and staff conflicts in accordance with Corps and AmeriCorps policy, seeking assistance from the Program Director and/or Human Resources when needed.
· Perform spike camp and emergency response duties as required.
V. Work Projects and Contracts
· Solicit, negotiate and manage service projects for field crews in cooperation with appropriate state, county, city, non-profit and federal field personnel.  
· Ensure that projects are accomplished in an efficient, safe, and consistent manner.
· Inform crew leaders of schedules, daily plans, tasks, and responsibilities.

· Review/coordinate/schedule assigned projects with project hosts and crew leaders.

· Ensure proper equipment and training is in place before projects begin.

· Ensure assigned projects stay within guidelines and hours of contract.

· Pursue and develop new projects, trainings and project sponsors.

· Prepare invoices for completed projects and submit to Corps business office.
· Coordinate spike trip meals and lodging.

· Send out project evaluations for all assigned projects when complete.
· Pursue and develop new projects, trainings and project sponsors. 
VI. Administration

· Collect, review and submit timesheets, work accomplishment reports, expense reports, time off logs, receipts and monthly credit card logs as required.
· Review, sign, and submit all vehicle/employee accident and workers compensation reports, timesheets and work accomplishment reports, time off logs, expense reports, receipts, and monthly credit card logs as required.

· Attend staff meetings and conference calls. 
VII.  Development 
· Represent the Corps at outreach events. 
· Assist in developing new printed and/or electronic materials, multi-media presentations and social media to support Iowa Program outreach. Take pictures and submit project information to Development staff as needed. 
· Coordinate with and assist the development office in outreach, fundraising and grant efforts.

· Manage Iowa recruitment and marketing efforts.
· Build network of relationships with organizations to diversify support and funding for Corps activities.
· Develop and maintain Iowa Program Alumni activities in cooperation with Development Department.
While this position description describes the general nature and level of work being performed by people assigned to this position, it is not an exhaustive list of all responsibilities, duties and skills required. All positions at the Corps may require duties outside of normal responsibilities.
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