
 

 

 
 

Posted: July 5, 2016 

Open Until Filled 

 

POSITION: PROGRAM MANAGER  

(BILINGUAL/BI-LITERATE ENGLISH/SPANISH PREFERRED) 

 

PROGRAM: MOUNTAIN COMMUNITY RESOURCES 

  A PROGRAM OF COMMUNITY BRIDGES 

 

POSITION DESCRIPTION: 

Under the direction of the Family Resource Collective (FRC) program director, the program 

manager monitors and directs day-to-day operations for assigned service areas in 

compliance with Community Bridges policies and procedures. The program manager is 

required to provide independent, responsible, technical, and analytical support in a variety of 

areas, including center operations, programmatic data management, outreach, marketing, 

and administrative reporting.  

 

DUTIES AND RESPONSIBILITIES: 

 

In collaboration with the FRC program director: 

 Fiscal Management: Responsible for sound fiscal management practices, including 

monitoring and staying within assigned and approved budget. Communicates with 

FRC Program Director about any significant shifts and makes recommendations for 

future planning as appropriate. 

 Communication: Consistently practices effective mission-based communication, 

encompassing helpfulness, dignity, respect and leadership across all levels of the 

organization, including but not limited to: representatives of funding sources, 

governmental and community organizations, and others in regular contact with the 

agency. Communicates effectively and respectfully with people from different racial, 

ethnic and cultural groups, and from different backgrounds and lifestyles; 

demonstrates a knowledge of and sensitivity to their needs. 

 Internal Leadership: Develops and maintains positive professional relationships with 

FRC program managers and staff at other FRC sites. In coordination with the FRC 

program director, participates in collaborative planning across the FRC Collective. 

Where applicable, coordinates with program director to work with the program-level 

advisory council.  



 

 

 External Leadership: Develops and maintains positive professional relationships with 

collaborative service providers, funders, and communities. Actively engages in 

community planning and county initiatives ensuring agency presence.    

 Employee Development: In accordance with Community Bridges personnel policies 

and collective bargaining agreements, and in coordination with the FRC program 

director and human resources department, supervisory responsibilities include hiring, 

promoting, compensating, training, disciplining, scheduling, directing, terminating, 

developing and performance management of employees, interns, and volunteers. This 

includes holding regular staff meetings, providing individual supervision, and 

conducting annual appraisals. 

 Strategic Planning: Develops strategic plans, sets objectives based on goals, mission 

and values, gathers input and knowledge of others, adjusts and monitors plans in 

coordination with FRC program director to ensure responsive programming to the 

changing community needs. Ensures that improvements to center operations and 

programs, including procedures, methods and systems are implemented as directed. 

 Development: Participates in the renewal and acquisition of new foundation grants 

and government contracts by providing reports, writing proposals, letters, and other 

communications in coordination with the FRC program director. Works with the FRC 

program director and fund development department to organize fundraising events, 

as well as assists with development and implementation of new projects and/or 

events, as needed. 

 Seamless Service: Ensures that adequate staffing and protocols are in place to 

provide seamless service during office hours. Willingness to step in as needed to 

perform front-line services such as advocacy and case management with program 

participants.   

 

OTHER DUTIES AND RESPONSIBILITIES: 

 Investigates and resolves issues arising from incident reports. Serves as the primary 

contact for FRC’s co-located partners and programming.   

 Ensures that general outreach and marketing materials are clear, grammatically 

correct, and concise. In coordination with the FRC program director, maintains and 

edits social media presence. 

 With the FRC program director, prepares, maintains, collects and analyzes records and 

data for various grant requirements. Ensures compliance with agency guidelines and 

procedures. Assists with troubleshooting and development of new data collection 

systems as required or directed. 

 Ensures staff compliance with a shared directory of files and data, including inventory, 

orders, supplies, machine maintenance records, and common forms and files based 

on Community Bridges systems. 



 

 

 Coordinates outside contractors to ensure facility maintenance. Serves as primary 

contact for facility-related issues. In coordination with administration contracts 

department, troubleshoots and problem-solves facilities issues as they arise with 

landlord and/or janitorial staff.  

 Uses judgment and discretion when dealing with information gained during the 

course of work; maintains confidentiality as required. 

 

JOB STANDARDS: 

 

Knowledge of: 

 standard administration practices and procedures, with particular reference to a 

nonprofit community-based setting. 

 standard office practices and procedures, employee management, performance 

management, customer services and accounting. 

 technical aspects of computer hardware and software; including word processing, 

spreadsheet and database techniques. 

 proper grammar, spelling, punctuation and correspondence format. 

 methods of collecting, organizing and presenting data and information. 

 principles and techniques of procedures and systems analysis. 

 

Ability to:  

 collect, organize, interpret and analyze data and files. 

 use a personal computer and ancillary equipment. 

 communicate information clearly and concisely and prepare clear and concise written 

reports, with customer service and cultural competency in mind. 

 use tact and discretion in handling a variety of sensitive and confidential matters. 

 proofread and edit a variety of written materials. 

 effectively organize assigned tasks and work within deadlines. 

 work effectively and productively as part of a team and collaborative group, as well as 

promote teamwork and positive group communication among staff. 

 deal tactfully, cooperatively and effectively with agency staff members, participants, 

members of the board of directors, other agencies, community organizations, 

representatives of funding sources, contractors, governmental and regulatory bodies, 

and the public, including people from different racial, ethnic and cultural groups and 

from different backgrounds and lifestyles. 

 develop and maintain positive and effective working relationships with other staff 

members, program participants, representatives of community organizations, 

vendors and the public. 

 

 

 

 



 

 

OTHER REQUIREMENTS: 

 BA/BS strongly preferred, but not required. 

 Experience working with families and individuals in crisis. 

 Clinical Behavioral Health experience preferred. 

 Bilingual/Biliterate in English and Spanish preferred. 

 Must have strong critical thinking skills and the confidence to take initiative. 

 Must have at least two years of demonstrated experience in performing similar work, 

preferably in a public or non-profit setting. 

 Must have a valid CA driver’s license, drive a motor vehicle incidental to the 

performance of the work and be insured. 

 Must be willing to work occasional weekends and evening hours as needed. 

 Must be able to work at a computer for full workdays; some routine lifting and 

reaching requirements. 

 Must pass a criminal background check and maintain a clean record. 

 

RATE OF PAY AND HOURS:    

 This is a regular, confidential, exempt, 40 hr/week position with varied hours of work.  

 The starting rate of pay is $19.55-$20.19/hr, depending on education and experience 

(plus a $.40/.10/hr bilingual/bi-literate differential upon passing a test administered 

through the HR Department). 

 

BENEFITS:        

 For employee: shared cost medical, dental, vision, & life insurance. This benefit 

package is valued at $7K/year.  

 First year: 12 vacation days and 13 holidays, with accrual based on 40 hr/wk.  

 Sick leave: Eight hours/month, with accrual based on 40 hr/wk.  

 May be eligible to earn up to 4 Wellness Floaters per year after satisfying all eligibility 

requirements. 

 1 Birthday Floater after satisfying all eligibility requirements.  

 401(k) Retirement Plan: Agency matches employee contribution up to 1% of annual 

salary upon completion of six month employment, effective during open enrollment 

period.   

 Flexible Spending Account (FSA). 

 Dependent Care Reimbursement Program. 

 Paid lunch. 

 

TO APPLY: 

 Please submit your Community Bridges application by email (hr@cbridges.org), fax 

(831-688-8302), or in person. 

 Resumes can be submitted but will not be accepted in lieu of an employment 

application.  



 

 

 The Community Bridges general application may be downloaded at: 

https://communitybridges.org/employment/. 

 If applicable, please submit any college transcripts, licenses, and/or certificates as an 

attachment to your application.   

 

 

COMMUNITY BRIDGES IS AN EQUAL OPPORTUNITY EMPLOYER. 

Applicants shall not be discriminated against because of age, ancestry,  color, religious 

creed, denial of Family and Medical Care Leave, disability (mental and physical), marital, 

familial or parental status, medical condition, genetic information, military and Veteran 

status, national origin (including language use restrictions), race, sex (which includes 

pregnancy, childbirth, breastfeeding and medical conditions related to pregnancy, 

childbirth or breastfeeding), gender, gender identity, and gender expression, political 

affiliation or sexual orientation. 
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