Bright Futures 
Program Manager Job Description
One-to-One and After School

Implement One-to-One Program 

· Establish mentor/mentee matches
· Secure school meeting locations
· Compile student lunch schedules for each school
· Schedule 1:1 lunch dates (mentors first, then mentees) 
· Food 
· Secure sandwich orders (mentors and mentees) 
· Place sandwich orders 
· Maintain supply of juice, chips and cookies at each school
· Maintain activity boxes at each school with games, monthly conversation starters, ground rule sign, etc.
· Attend first lunches to make introductions and provide instructions
· Monitor last minute schedule changes and coordinate mitigation
· Pay vendors, submit receipts to director and track expenditures
· Maintain log of lunches held
· Monitor program details and adjust as needed
· See responsibilities in red that pertain to both One-to-One and After School

Implement After School

· Secure meeting location, coordinate arrangements, set-up/tear-down
· Guest Speakers – secure, schedule and coordinate arrangements         
· Food 
· Place pizza orders 
· Supply juice, granola bars, fruit snacks, carrots, fruit, paper products, etc. 
· Schedule program dates 
· Attend and lead programs
· Coordinate program details (see list)
· Implement After School LITE (see details)
· Implement Alumni Lunches (see details)
· See responsibilities in red that pertain to both One-to-One and After School

Manage Program Assistant
Supervise and direct the work of the Program Assistant by assigning responsibilities, monitoring performance, providing ongoing coaching, leadership and guidance and ensuring administrative and program support functions are completed accurately, efficiently and in alignment with organizational goals. 
Responsibilities in red pertain to both One-to-One and After School.

Manage Mentors 	
· Recruit high school mentors
· Attend CHS club fair, 8th grade orientation; attend meetings for NHS, CAN, FBLA, and other clubs/sports/classes
· Place CHS announcements and emails 
· Senior mentor posters - arrange for photographs, secure quotes, print posters, place in schools
· Other approved ideas
· Recruit adult mentors 
· Attend Library Volunteer Fair, word of mouth
· Other approved ideas
· Create, secure and maintain applications, campus release forms and other needed documents
· Maintain accessible participant lists (wait lists if needed)
· Conduct vetting: interviews, input from high school administration and BF Board, reference checks for adults
· Provide training, support and monitoring 
· Publish and review mentor guide (hard copy and online)
· Hold mentor training lunches – coordinate details (see list)
· Communicate to ensure successful mentoring experiences
· Hold activities to build mentor camaraderie 
· Hold end-of-year appreciation lunch
· Order and distribute t-shirts
· 1:1: Arrange for photos in t-shirts with mentees, provide copies of photos 
· AS: Arrange for group photo in t-shirts, provide copies of photos
· Maintain log of volunteer hours (programs/lunches, training lunches, special events)
· Scholarships – coordinate scholarship program details (see list)

Manage Mentees      
· Seek recommendations from school guidance staff (and teachers, administrators, community)
· Coordinate process for evaluating prospects and selecting mentee invitees
· Coordinate with guidance counselors to forward invitations to participate
· Create, secure and maintain registration documents
· Maintain accessible lists of enrolled participants (wait lists if needed)
· Communicate to ensure successful mentoring experiences 
· Order and distribute t-shirts
· Provide copies of photos (in t-shirts with mentors)
· Acknowledge birthdays
· Provide closure letters to mentee families


Manage Program Support 
· Communication  
Timing and methods of delivery will vary.
School recipients vary (counselors, teachers, administrators, transportation). 
· Provide general event schedules to mentors, mentees and schools
· Inform and remind mentors, mentees and schools of upcoming events 
· Provide schools with names of mentees and mentors enrolled in programs
· Provide schools with names of mentee and mentor participants for each upcoming event 
· Communicate with mentors to provide ongoing support and ensure success (seek feedback, set goals, solve problems, etc.)
· Communicate with mentee families to ensure ongoing success 
· Communicate with school guidance staffs to ensure ongoing success
· Provide thank you cards to those who support BF with time, services, discounts, donations, etc. (maintain log)
· Engage in ongoing communication with Bright Futures Program Director and Board of Directors
· Records
· Maintain attendance records for events and activities (mentors and mentees)
· Create and maintain accessible administrative documents (agreements, ground rules, etc.)
· Create and maintain accessible working documents for program details (checklists, schedules, etc.) 
· Evaluation
· Create and administer surveys to evaluate program effectiveness (mentors, mentees, parents)
· Tally surveys and prepare year-end report
· Interns 
· Assist Program Director with: selection, job description, compensation package, onboarding
· Manage Interns: Coordinate scheduling, training, assignments, supervision, communication, time records, etc.
· Social Media & Photography
· Provide Program Director with input for SM contractor and content 
· Coordinate with Program Director to secure program photographs 
· Assist with storage of media photos, participant photos and video
· Materials – Stock, organize and store program materials
· Website – Provide Program Director details (including registration and application forms) and input for website content  
· Annual newsletter – Provide Program Director input for newsletter content
· Fundraising – Assist Program Director with fundraising projects 
· General Support 

After School - Details List
· Craft
· Circle question 
· Game 	
· Minute of Movement		
· Minute of Meditation
· Music
· Monthly Themes (Character Strong)
· Small group conversation prompts
· Script (agenda) 
· Nametags
· Ground Rules
· Door Greeter
· Food Service
· Sign-in Sheets
· Totes (supplies for individual mentees) 
· Zip Bags (supplies for individual mentors)
· Email high school mentor list to CHS admin office (Lisa Johnson)
· Mentor coffee cards
· Table groups
· Signage 
· Board member notification 
· Transportation

*A detailed program checklist is provided. 
*Some tasks are supported by interns. 
*Leadership of activities during After School programs may be rotated among staff and mentors.

After School LITE - Details 
Coordinate periodic (approx. 4) one-hour after school events for After School participants, focused on a single activity.
Details include: activity, schedule, format, location, snacks, communication, records, etc.

Alumni Lunches - Details 
Coordinate and lead monthly lunches with 6th graders previously enrolled in After School and mentors. Collaborate with Healthy Park County to arrange a format that includes Sources of Strength games, small group conversations and other content. 
Details include: schedule, format, location, food, communication, registration, records, etc.




Mentor Training Lunches - Details List
· Schedule
· Book CHS meeting room
· Email PA Announcements to CHS office admin
· Text mentors – get headcount
· Place lunch order (sandwiches) 
· Purchase other food & drink (chips, fruit, granola bars, juice) 
· Determine content (training topics, games, announcements, etc.)
· Prepare agenda 
· Prepare sign-in sheet
· Gather supplies: big bowls, napkins, plates, pens, signs, tape, mentor guides, application forms, campus release forms, etc. 
· Lead each event
· Record mentor attendance (after)


Scholarship Program - Details List
· Work with Program Director to determine scholarship availability 
· Coordinate participation in CHS Scholarship program (guidance office administrator)
· Create and distribute application 
· Determine selection criteria and committee (coordinate with Program Director to secure board members)
· Collect and review applications 
· Extract and compile mentor quotes
· Select recipients (work with Program Director to determine number and amount)
· Inform: scholarship donors (send essays), recipients, CHS
· Prepare certificates, award letters, envelopes
· Provide check request information to Program Director  
· CHS awards program 
· Prepare script
· Coordinate photo and SM arrangements with Program Director
· Make presentations 
· Update recipient list         
· Monitor program details
                                                                               	





