JA Finance Park Manager
Position Title:



JA Finance Park Manager
Department:



Program/Education

Reports to:




Senior Vice President Operations & Programs
Classification:



Exempt, salaried or contract, job share potential 

Compensation:



$34,000 – 39,000, DOE; Benefits package
Start  Date:




September 2011
To Apply:




Resume and cover letter to:  melanieh@jawashington.org
____________________________________________________________

Position Description:

Manages JA Finance Park Program with particular emphasis on recruiting, training, placement, support and program delivery.  Facilitates activities of teachers and volunteers, upholds quality standards for the organization, ensures adherence to program models and program expansion, develops and maintains good educator relationships at all levels.  ____________________________________________________________

Responsibilities:

1) Manages JA Finance Park’s program quantity and quality.  Recruits and renews school commitments to the program to meet goals as defined by JA World team, Sr. Management and the Board of Directors.  Schedules school visits to the JA Finance Park.

2) Proposes and manages budget for implementation of JA Finance Park, including purchasing materials and managing part time staff within budget.

3) Develops and implements tools to provide schools, teachers, volunteers, and students information needed for a successful day at JA Finance Park.  Ensures participating schools have all information needed for effective implementation through school visits

4) Develops, coordinates, and implements teacher and volunteer training, materials, and training evaluations. 

5) Develops and implements plans for teacher and volunteer contact including class visits, newsletters, fax, phone contacts, teacher visits, and focus groups (as needed) and program verification.

6) Solicits feedback through a final daily evaluation instrument of teachers, students, and volunteers.

7)  Manage day-to-day operations during school visits. Including opening, closing, daily activities, and JA Finance Park’s Part-time staff management.
8) Develops and delivers sales presentations to support strategic plan to new districts, schools, and prospective teachers/principals/superintendents.  Creates and provides marketing materials necessary to support the program and plan.  
9) Handles general records and correspondence with school and prospects. 
10) Communicates with staff and board on volunteer needs.  Seeks and secures alternative volunteer sources.

11) Maintains inventory of materials and supplies. Supervises procurement and delivery of all program materials, including equipment, printing, and supply needs.

12) Assist in developing funding strategies, related projects, grants and initiatives, including gift in-kind solicitations.

13) Conduct and manage part-time staff hiring, scheduling, management, and review.

14) Responsible for all program changes associated with JA Finance Park in JA Finance Park’s computer program and student worksheets.  

15) Submits forecasts and reports to staff and supervisor. 

16)  Implements program growth strategic plan with the assistance from the Program Staff.

17) Communicate with IT to maintain and update computer equipment, software, and JA Finance Park server.
18) Ensures thank-you letters to volunteers and teachers are created and that proper records are maintained and student/class registrations are verified and processed.  

19) Handles informational requests from teachers and volunteers.

____________________________________________________________

Education/Experience Required:

Bachelors degree, certified teacher preferred.  Proven ability leading a classroom or other large student group activities.  Excellent presentation skills.  Worked with a variety of levels of educators at districts and schools.  Strong oral/written communication, interpersonal, organization/planning skills.  MS Office proficient user.  Creativity.  Evidence of problem solving.  Self motivation. Able to lift 30 lbs.  Valid WA drivers license.

____________________________________________________________
