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Program Director  

Exempt, Regular 
 
SE Works is seeking a Program Director for a new program for young adults who have been justice involved. 
The Director is responsible for managing a comprehensive program for former justice involved young adults 
ages 18-24. This position will focus on managing all aspects of programming, budgets, human resources, data 
and compliance. SE Works’ reentry programming seeks to reduce recidivism and enhance community safety 
by supporting participants as they successfully reintegrate into the community. This position manages a large 
contract, funders, supervises 5 full time employees and a budget in excess of $1 million dollars. Knowledge of 
adult and juvenile justice systems is required.    
 
$55 - 60,000 annual salary, plus full benefits, including a generous leave policy  
 
To be considered for the first round of interviews, please respond by 5:00 PM, Friday July 14th, 2019 to 
HR@SEWorks.org                                                           
 
No phone calls, emails to SEW personnel or in-person deliveries, PLEASE. 
This posting will remain open until filled. 
 
Include: 

1. Cover Letter 
2. Resume 
3. Response to these supplemental questions: 

a. Describe your experience running a large multi-year project. Include size of staff, budget and 
type of project. 

b. What are the causes of project failure? 
c. Describe your work with stakeholders in previous jobs  
d. What management metrics do you use? 
e. How do you approach budget management?  
f. How would you put a team together?  
g. How do you pace a program to meet contractual outcomes? 

 

Essential Functions: 
 Responsible for planning, organizing, staffing, leading, coordinating and evaluating the NextSteps program. 
 Responsible for contract monitoring and compliance, performance reporting, data integrity, fiscal compliance, 

program reporting, program development, roll out and communications and all funder communication.  
 Hires, evaluates, mentors and retains professional program staff. 
 Develops and coordinates systems and procedures. 
 Develops plans, policies, and resources that align with the mission, goals, vision, and expectations of the 

organization and program.  
 Develops and coordinates community partnerships, Employer Council, Management Council and Operations 

Team. 
 Reviews and evaluates program effectiveness and develops strategies for quality improvement.  
 Represents agency interests with complex groups of funders, partners and community stakeholders.  
 Responsible for ensuring adequate resources for the implementation of program goals, including assistance 

in the preparation of grant reporting.  
 Maintains a working knowledge of significant developments and trends in the fields of workforce 

development, reentry, education, and nonprofit management. 
 Performs other duties as assigned. 

 

Required Education and Experience: 
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 Bachelor’s degree in applicable field OR a combination of education and at least 5 years of work 
experience in a similar role that will support the skills and functions of the position.  

 Excellent communicator - able to bring consensus in decision making with groups.  

 Experience managing budgets in excess of $1 million.  

 Strong HR background to manage 5 full time staff.  

 Experience with hands on program development, program set up and delivery, program roll out, 
communications and relationships with funders and partner agencies.  

 Experience collecting, analyzing and communicating data using database technology 

 Strong communicator, strategic thinker 

 Minimum of four years’ experience with progressive levels of directly supervising individuals in 
workforce development and human services. 

 Knowledge of justice partners, human service agencies, and community groups required. 

 Demonstrated ability to establish and maintain effective relationships with people from diverse 
backgrounds; familiarity with class and cultural issues 

 The ability to speak, read, and write at a level sufficient to fulfill the duties assigned 

 Knowledge and ability to perform record keeping duties; demonstrated competence in computer 
operations 

 Ability to pass a criminal background check.  

 Available personal vehicle with adequate insurance, for local travel. 
 

Preferred Qualifications: 

 Knowledge of justice system 

 Knowledge of computers, software, and data systems, including Microsoft Office Suite 

 Familiarity with class and cultural issues. 

 Knowledge of area education and training providers, human service agencies, and community groups. 

 

Job Conditions: 

 Can be stressful, with many interruptions during the day. 

 May require sitting or standing for long periods of time. 

 

SE Works offers a competitive salary, paid benefits, a retirement plan, and paid time off, among other benefits. 
   

SE Works is an equal opportunity employer.  SE Works does not discriminate on the basis of race, color, 

religion, gender, age, national origin, disability, marital status, sexual orientation, political affiliation, or any 

other basis prohibited by law.  Auxiliary aids and services are available upon request to individuals with 

disabilities. TTY 503-772-2332. 

 


