
Positions Title: Program Manager, Early Care & Education
Status: Regular, Full-Time, Exempt
Remote/In Office: Hybrid
Location: White River Junction, Vermont
Hiring Range: $50,500-$55,000 per year
Posting Date: Oct 7, 2022
Start Date: As soon as possible
To Apply: Submit a cover letter and resume to hr@vitalcommunities.org
Application Deadline: Applications will be accepted until the position is filled.

This Job in One Sentence

Vital Communities recently launched a three-year Early Care & Education (ECE) Initiative for which we

seek a passionate and entrepreneurial Program Manager who can lead a Collective Impact approach to
achieve the Initiative’s ambitious goal: to increase the availability and affordability of high-quality ECE in
the Upper Valley.

Context: A New Chapter for Vital Communities’ Projects Team

Incorporated in 1998, Vital Communities is a nonprofit organization that cultivates civic, environmental,

and economic vitality in the Upper Connecticut River Valley region of Vermont and New Hampshire. We
bring people together, bridging boundaries and engaging our whole community to create positive
change. Explore Vital Communities to learn more.

We are an organization at an exciting turning point—re-imagining our role in inspiring and supporting

equitable, inclusive, transformational, community-scale, community-led changemaking. Across both
existing and emerging projects, our team is transforming the ways we work together as staff and in the
community. We are prioritizing approaches that center justice, equity, diversity, and inclusion; build on
and strengthen existing community-based enthusiasm and capacity; and integrate multiple issue areas.
Though our vision for a new way of working is growing clearer, real change is iterative and takes time.
Our team often refers to this place we are in now as the “messy middle.” Our new program manager
must be ready to roll up their sleeves and be part of shaping a new chapter of community-based
change-making at Vital Communities.

About the Early Care & Education Initiative

Vital Communities recently launched a three-year Early Care & Education (ECE) initiative that aims to

increase the availability and affordability of high-quality ECE in the Upper Valley. Serving as a backbone

organization for a Collective Impact model, Vital Communities will leverage its bi-state networks of

businesses, municipal leaders, and other economic development stakeholders to partner with the ECE

sector in developing and implementing a coordinated approach to addressing the region’s childcare

crisis.
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Position Summary

Working under the direction of Vital Communities and collaborating closely with the Early Care &
Education (ECE) Steering Committee and a consultant, the Program Manager will design and
orchestrate the ECE initiative, ensuring that it is achieving measurable objectives that advance the
Initiative goal. This includes driving internal and external functions, including strategy,
communications, community engagement, and data functions. All activities will be carried out in
alignment with a Collective Impact approach and will be centered on the core values of justice, equity,
diversity, and inclusion.

Primary Responsibilities
Working closely with a consultant who is providing strategic direction for this work, the Program

Manager will:

● Advance collaborative leadership. Organize, facilitate and follow-up on Steering
Committee and workgroup meetings, mediate conflict, ensure information flow among
partners. Recruit for and work with one or more advisory boards

● Ensure accessibility and appeal to a broad spectrum of participants. Strategically foster
and incorporate the participation of a broad range of community members throughout the
project, including decision-making in establishing the direction of the project and program
activities, involvement in emergent collective actions, and identification with Initiative
outcomes.

● Advance partnerships and community engagement, including communication. Lead
community engagement efforts so that community voices, especially those with who are
often marginalized, are included in the initiative, and so that the Initiative complements
but does not duplicate others’ efforts. Engage employers, municipalities, ECE providers,
parents, and others from throughout the Upper Valley. Represent Vital Communities and
the Initiative in meetings with donors, advocates, the media, and members of the
community.

● Manage all aspects of project lifecycle. Develop and execute the ECE Initiative, including
planning, implementation, and budget monitoring. Help partner organizations identify
appropriate roles, overseeing work plan revisions when needed. Ensure that all services
provided follow applicable standards and regulations. Assist with the selection, negotiation,
and management of all activities regarding external consultants or vendors.

● Day-to-day project execution, information management and dissemination. Especially
initially, attend to meeting and event logistics including event planning and registration,
participant communications, in-person event support, virtual and hybrid meeting tech
support, note-taking, and evaluation surveys. Maintain and curate data and communications
which inform and are generated by the Initiative across multiple platforms, including
tracking workplan progress, collating meeting minutes in context of workplan goals, and
ensuring engaging and timely communications regarding the Initiative.

● Develop shared measurement and analysis. Establish program goals, define key
performance metrics, and track program performance

● Lead grant management and reporting. Identify potential grant opportunities and oversee
proposal preparation. Prepare and distribute reports detailing program progress and
performance in compliance with grantor reporting requirements.

● Manage project finances. Responsible for planning and budgeting, working with Development
Director on fundraising strategies as needed.
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● Actively engage other Vital Communities projects both to advance the goals of the
initiative and to enhance the impacts of Vital Communities’ work.

Desired Knowledge, Skills, and Abilities

● Ability to successfully lead while collaborating with stakeholders

● Ability to provide connective style leadership that offers a balance of self-directed,
relational/group connectivity, and strategic foresight to accomplish shared goals ● Ability
to think through and work toward innovative and equitable solutions to system based
challenges

● Ability to manage complexity and prioritize needs

● Ability to facilitate large group conversations in a fair, inclusive, and equitable manner ●
Project management skills, including delegation, organization, attention to detail, and
prioritization across multiple projects
● Clear communication skills fit for diverse audiences (written and oral); ability to educate,

inform, and inspire others
● Familiarity with Collective Impact process and facilitation

● Research skills including the ability to seek and identify needed information and
interpret, report, and utilize data to inform project development and participant goals ●
Basic knowledge of budget management and non-profit funding resources

● Skilled in administration and organizational management with the ability to manage
day-to-day issues as needed

● Team player with passion to bring positive change to communities, ability to take initiative,

sustain momentum, and build collaborative relationships

● Early care & education experience

● Familiarity with or connection to the Upper Valley region

Primary Internal Contacts

● Supervised by the Director of Place-Based Learning

● Collaborates with the Development Director in fundraising efforts as needed ● Collaborates

with the Communications Manager to disseminate information via newsletter, e news, website,
and other channels

● Collaborates with the Finance & Administrative Director on budgeting, compliance, insurance,

grant management, and staffing

● Collaborates with the Database Manager on records management

Expectations of All Staff

● Understand and support the mission of Vital Communities, considering and supporting the
needs of the community and strategic direction of the organization in all aspects of work ●
Center justice, equity, diversity, and inclusion in fulfilling job responsibilities ● Greet the public
through all channels of communication with courtesy and respect ● Network with allied
organizations and initiatives
● Work collaboratively across issue areas and proactively coordinate with other Vital Communities

staff and teams
● Meet regularly with supervisor
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● Attend staff meetings and participate in staff activities, including but not limited to trainings,

planning, evaluation, and fundraising
● Work in a safe manner and report any safety hazards to the Executive Director ●
Maintain individual workstation and office in a clean, attractive manner
● Maintain records in accordance with organization policies, including database ● Practice good
work habits of flexibility, efficiency, punctuality, dependability, and confidentiality ● Strive to
upgrade existing skills and learn new ones, setting professional development goals with  supervisor
● Employ effective communication skills by sharing information, listening to others, and giving

thoughtful input
● Work as a team member by helping others and making suggestions for improvements ● Ability
to work with a great deal of personal autonomy as well as in a team setting  ● Proficiency in PC
computing and aptitude for quick and self-directed learning of new software

programs. The team currently uses Microsoft Office, WordPress, Google Suite, Alchemer, Exceed
Beyond, Toggl, Airtable, and Adobe InDesign

● Access to personal transportation
● Willingness to work occasional nights and weekends (when required for public engagement,

stakeholder meetings, etc.)

Vital Communities is an Equal Opportunity Employer and does not discriminate on the basis of age,
gender / gender identify, race, religion, national origin, veteran status, sexual orientation, or
disability with respect to: employment, volunteer participation, and the provision of services.

Hybrid Status: This position can routinely be done either at the office or at home. There will be on
site requirements for meetings and other activities - the frequency depends on the particular
portfolio and on organization-wide requirements. The employee is expected to commute to the
office/off-site as needed. A hybrid position is subject to change if it is determined it is best for the
organization to have the employee in-office.
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