 
Mel Trotter Ministries 
JOB DESCRIPTION 
 
Chief Program Officer 
 
	Department: Programs 
	System Title: Chief 

	Grade: 23 
	Reports To: President/CEO 

	Exemption Status: Exempt 
	
	Supervises: All Programs
	 

	Date Created/Updated: 09.23.25 
	Approved By: CEO, VP of Human Resources 


 
POSITION SUMMARY 
The Chief Program Officer (CPO), reporting to the President / CEO as a member of the Senior Leadership Team (SLT), is  responsible for ensuring that Mel Trotter Ministries (MTM) maintains the program offerings necessary to maximize both Mel Trotter Ministries (MTM) facilities and community-wide presence in support of the Missions’ Vision Statement: to demonstrate the compassion of Jesus Christ toward anyone experiencing hunger and homelessness. 
 
This includes establishing the goals, impact measures, and strategic direction of all MTM programming.  
 
RESPONSIBILITIES Programs 
 
The Program’s role is responsible for developing a well-structured plan of action that will develop and support all program implementation, execution and continuous evaluations.  
In addition, the Program’s role is responsible for coordinating various interrelated tasks, which include: 
· Designing, directing, implementing, and disseminating objectives and operational strategies 
· Developing, processing, and monitoring evaluation toolkits and indicators to measure program performance 
 
Through supervision of the CEO: 
· Ensure that each of our ministries maintain the staffing presence and posture necessary to maintain a welcoming ministry environment, striking a balance between offering a wide “front door” while also ensuring facility safety.  
· Ensure MTM is maximizing our guests experience within our ministry environments as teaching platforms for the socio-emotional growth necessary for long-term housing stability.  
· Ensure that MTM is proactively engaged with external partners, crucial for our facility-based success: Public Safety; Neighborhood Associations; Business, 
General Improvement, and Maintenance Districts; immediate neighbors; etc.  
· Ensure that MTM maintains the intake protocols necessary to meet external compliance requirements and ensure that we are best positioned to offer informed referrals to our guests and participants. 
· Ensure that MTM’s unique approach to meeting guests and participants on their Spiritual Point of Needs is maintained through Chaplain & Ministry engagement. 
· Through supervision of the Chief Program’s Officer ensure that MTM maintains the case management approach necessary to ensure that we are aiding more than housing placement, but rather long-term housing stability and success. 
 
Through supervision of Chief Program Officer: 
· Ensure that MTM maintains the internal clinical approach, and external clinical partnerships, necessary to aid guests and participants in overcoming the destructive habits limiting their long-term housing success.  
· In partnership with the VP of Human Resources, ensure that all MTM program teams remain adequately staffed to fulfill assigned duties. 
 
In partnership with the SVP of Operations: 
· Ensure that that all MTM facility operational needs (food service, custodial, and maintenance) are met in a timely manner, in support of each facility’s unique goals.  
· Ensure that the Client Management System is operating in full support of MTM’s case-planning and outcome-reporting needs.  
In partnership with the VP of Development and their staff: 
· Ensure that the Development and Public Relations teams are kept apprised of programs-related changes, news, outcomes, etc. that help support MTM ongoing fundraising efforts.  
· Work to pursue and manage government grants, contracts and other funding opportunities.  
· Implement and lead a continuous quality improvement process throughout the program and service areas: focusing on systems and process improvement, program outcomes, and program evaluation.  
· Lead relationship management and negotiations with public agency funders of programs and services, ensuring alignment of grants and contracts. 
· Ensure the delivery of qualitative and quantitative goals and outcomes of programs and services. 
· Other job-related job duties as assigned. 
 
 
 
 
 
 
Leadership 
· As a member of the SLT, provide leadership and input for all strategic planning processes with the CEO, staff, and Board of Directors.  
· Recruit, hire, train, manage, and develop direct reports and Program staff to ensure appropriate program growth and long-term strategic sustainability. 
· Support the entire program staff and lead a high performing team by further developing and implementing recruitment, training, and equitable retention strategies. 
· Manage and lead the Program and Housing departments, monitoring performance, performing annual reviews and building team cohesion. 
· Provide effective, inspiring leadership, as well as stewardship of MTM’s resources by being actively involved in and overseeing all programs and services. 
· Promote regular and ongoing opportunities for staff, clients, and partners to give feedback on program operations. 
· Be innovative and willing to challenge the status quo; looking outside MTM for better approaches and solutions to the challenges facing those experiencing homelessness. 
· Ensure that MTM services follow all local, state, and federal regulations, certifications, and licensing requirements. 
· Develop new and cultivate existing relationships with the goal of ensuring enough resources and access to services. Participate in relationships with funders as requested. 
· Participate in community planning meetings. Serve as a spokesperson for MTM programs as assigned. 
· Attend Board meetings, community meetings, trainings, events, and other functions as required. 
· Partner with the CEO to represent MTM with external constituency groups, including community, governmental, and private organizations. 
· Collaborate effectively within MTM and with external partners. 
 
 	 
Financial Oversight 
· In partnership with the Chief Financial Officer, provide leadership over all related Program Budgets, and work collaboratively to ensure technology needs are met.  
· Manage effectively within the annual operating budget, ensure continued financial viability of program services, property management, and housing growth, and report accurately on progress made and challenges encountered. 
· Oversee the coordination, integration, and delivery of all programs, contracts and related services, promoting collaborative relationships between program areas and ensuring that the expectations of funders, partners, constituents, clients, participants, and other stakeholders are consistently met.  
· Evaluate new capital acquisition funding opportunities and develop strategic partnerships with housing developers to increase access to units for families in need. 
· Respond to government and foundation requests for proposals and applications in partnership with Development and Senior Leadership Team members; coordinate planning and activities necessary for development of model program designs in response to RFPs and RFAs.  
· Work closely with the finance department to budget and monitor housing and programmatic operations to ensure stewardship and sound fiscal and system management. 
 
MINIMUM QUALIFICATIONS 
· Bachelor’s degree in a related field required; advance degree in a related field preferred. 
· A minimum of seven years of demonstrated high-level leadership success developing and implementing comprehensive programs of comparable size. 
· A combination of education and experience can be substituted. 
· Must have a passion for and solid understanding of MTM mission, vision and values. 
· Experience with team management with a clearly articulated management philosophy which supports high performance and employee retention. 
· Must be a strong relationship builder and communicator with experience leading diverse work teams and developing an organization-wide strategy for program excellence. 
· Candidate must excel in engaging community partners and partnering with CEO and the Board of Directors. 
· Experience in program development, evaluation, and strategic growth, as well as an understanding of volunteer-supported organizations, and a fluency in databases that support program management. 
· Exceptional financial, organizational, project management, people management, and administrative skills are essential and expected. 
· Strong verbal and written communication skills. 
· Proficiency with Office 365 and client management systems. 
· Active Driver’s License and ability to travel to facilities, and meetings, events, conferences, trainings, and other work-related functions. 
· Ability to respond during and outside of normal working hours. 
· Must be a Christian holding to the beliefs set forth in the Statement of Faith, expressed by a personal testimony and Christian conduct.  
  
Mel Trotter Ministries Staff Attributes 
We expect all staff and leadership to project and exemplify a passion for a faith-based approach to advocacy for the guests, to be humble, supportive team players, who acknowledge their own gifts and those of others, are truthfully transparent, seek input from others, admit and learn from mistakes, and are highly coachable and approachable.  
We expect a hungry, innovative, goal-oriented, and eager contributor, who shows a dedicated work ethic. We expect our staff to exhibit empathy, compassion, active listening, be self-aware, sensitive across racial, class, and cultural lines, ethical, and approachable. We look for work habits of punctuality, dependability, accountability, responsibility, cooperation, team participation, integrity, problem-solving, and overall positivity. 
These attributes, combined with the performance of your duties and meeting set goals/ metrics, will be the items we base your overall job performance on. Please refer to them often and feel free to ask for feedback on these areas regularly. 
Mel Trotter Missions is both an equal opportunity employer and a distinctly faith-based Christian organization. Mel Trotter Mission complies with applicable federal, state, and local employment laws, and strictly prohibits and does not tolerate discrimination against employees, applicants, or any other covered persons because of race, color, ational original or ancestry, ethnicity, sex, sexual orientation, gender identity, age, disability, citizenship, parental status, marital status, political ideology, or current or prospective service in the uniformed services. This policy applies to all terms, conditions, and privileges of employment including recruitment, employment, training, and promotion opportunities. Based upon Title VII of the Civil Rights Act of 1964, the Colorado Anti-Discrimination Act, and the U.S. Constitution, Mel Trotter Ministries has the right to, and does, hire only candidates who agree with our Statement of Faith and align with our Christian mission. 
I acknowledge receipt of this job description and attest that I am able to perform the essential functions of the position. 
Print Employee Name: Vicki Harris/Chris Palusky Signature:______________________    
 
Date: _________________________  
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