
 
 
 
 
Program Manager 

ORGANIZATION OVERVIEW: 

Food For Thought is a 501(c)(3) nonprofit organization based in Florida, serving Walton and Okaloosa Counties. Our 
mission is to combat child hunger through five year-round programs designed to mitigate the negative effects of food 
insecurity on children in grades K-12.​
​
Since 2010, Food For Thought has been dedicated to fighting child hunger and currently serves 36 schools in Walton 
and Okaloosa Counties. Our programs reach over 3,600 students each week through our year-round programs.  

POSITION OVERVIEW:  
The Program Manager reports to the Director and is expected to regularly share important information about the 
program. They are responsible for providing leadership in various activities, including working with packing groups, 
training volunteers, and training staff, all while upholding the program's standards and expectations. 
 
The Manager will coach staff to achieve expected outcomes and ensure that the team follows standard operating 
procedures. They will provide leadership for new, large, and "VIP" volunteer groups. Additionally, the Manager will 
spend time in the field to train both staff and volunteers, offering support to our school partners as needed. The 
Manager will also lead the program team in weekly planning, volunteer scheduling, and food and inventory 
management. 
 
As a team member of Food For Thought Outreach, we work together to fight childhood hunger in our community. Our 
Mission comes before all other tasks and duties. Team members are advocates and representatives of our work and 
hold a shared passion for the Mission and Values of our Organization. Growth is to be expected and welcomed in this 
work and will bring an ever-changing landscape for the team. As a member of a small team, we are all expected to 
share in the work from the day-to-day tasks to high-level strategy. 

The position requires a commitment to modeling the program's expectations, providing real-time coaching to the 
program team, and maintaining high levels of communication with the Director and CEO. The Program Manager will 
oversee up to four direct reports within the program team. As a member of the organization's leadership team, the 
Program Manager is also responsible for ensuring the protection of facilities, equipment, and vehicles, as well as 
monitoring staff performance and safety. 
 
The Program Manager is required to work at critical times for the program and development events.  
 
This will include but is not limited to:  

●​ Fundraising Events 
●​ Volunteer Outreach Events  
●​ Volunteer Events  
●​ Seasonal Service Days ( Holidays )  
●​ Training sessions for staff and/or volunteers  
●​ Critical seasons such as Back to School require special attention  



QUALIFICATIONS  AND SKILLS:  
●​ Passion and excitement for the organization’s mission, vision, and values. 
●​ At least three years of experience managing direct reports.  
●​ Experience with scheduling and training staff members. 
●​ Capacity to manage multiple priorities and adjust to changing circumstances. 
●​ Highly adaptable and comfortable with changing priorities.  
●​ Critical thinking, problem-solving, and decision-making experience. 
●​ Professional experience with software and programs such as Google Suite, Excel, and Word  
●​ Strong in-person communication skills and professional written communication skills  

ESSENTIAL FUNCTIONS: 

Team Leadership  

●​ Ensure ongoing programmatic excellence, with rigorous program evaluation, and consistent quality of 
program execution within the organizational expectations  

●​ Uphold standard operating procedures across all locations and all services  
●​ Provide regular coaching, development, and performance feedback 
●​ Execute the general  orientation for new program team members 
●​ Support the 4-week training program for new program employees across the organization 
●​ Provide clear staff  direction during program activities and execution  
●​ Provide coaching, support, and ongoing development for the program team 
●​ Identify hiring needs for skills and open positions  
●​ Coach performance and provide clear opportunities for growth when appropriate  
●​ Provide consistent feedback to direct supervision regarding team performance 
●​ Train and uphold the values, history, mission, and vision of the organization among the program staff. 

 
Program Operations  

●​ Uphold standard operating procedures across all locations and all services  
●​ Support the needs of the staff and programs where and when it is needed  
●​ Provide volunteer engagement and uphold the standards for volunteer training and processes  
●​ Support the training, scheduling, and retention of our volunteer base  
●​ Ensure the volunteer schedule is executed on time and under the expectations of the organization.  
●​ Work with the team to maintain accurate inventory information  
●​ Advanced program planning to ensure resources are available as needed across all programs  
●​ Provides timely communication of program wins, needs, concerns, and achievements to the supervisor 
●​ Provides proactive planning & communication both up and down the organizational chart.  
●​ Maintains relationships with community partners such as volunteers, schools, and donors. 
●​ Strives to engage and maintain an engaged volunteer base ready and able to meet the needs of the 

programs 
●​ Collaborate with the team to safeguard the organization's assets, including facilities, equipment, and vehicles.. 

 
 
 
 
 
 
 
 
 
 
 
 



SCHEDULE AND AVAILABILITY: 

Employees may be required to attend events and/or be available to work days, nights, weekends, and holidays to meet 
the needs of the Organization. This role should expect to work at least 45 hours per week, with hours sometimes 
falling outside the normal business hours of the organization. Managers may be required to address emergencies 
outside of normal business hours. Managers are expected to work the hours needed to complete their duties.  

CONDITIONS OF WORK: 

While performing the duties of this position, the employee may be exposed to the elements including wet and/or 
humid conditions, extreme heat, and rain. This position requires travel within the service areas of the organization and 
requires the employee to regularly drive a company vehicle. Employees are frequently required to climb, sit, reach, 
stoop, kneel, crouch, or crawl. Employees must regularly lift and/or move up to 40 pounds. 

Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions. 

This Job Description represents an overview of the responsibilities for the above-referenced position. It is not intended 
to represent a comprehensive list of responsibilities. An employee should perform all duties as assigned by 
management. 
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