
 
 

Program Manager 
Reports To: Regional Manager 
Classification:  Exempt 
Hours: Full Time  
Location: Oakland, CA 
 
To Apply: Please send resume, cover letter, and salary history to CAjobs@buildon.org  
 
Overview of the Organization 

 
buildOn is a not for profit organization working to break the cycle of poverty, illiteracy and low 

expectations through service and education.  buildOn runs community service & service learning 

programming for 3975 high school students across the US and has built over 700 primary schools 

worldwide in the last 20 years. 

 
Overview of the Role 

 
The Program Manager is responsible for running a successful buildOn program at a buildOn  

Youth Engagement Zone that engages 150 students weekly through community service and service 

learning.  buildOn relies heavily on metrics, reporting and program evaluations to ensure we are 

meeting our goals. The Program Manager will be responsible for implementing the 8 buildOn program 

strategies to meet the weekly engagement goal of 150 students/week, and the monthly service goal of 

975 service hours/month. The Program Manager will be responsible for weekly reporting and managing 

the evaluation process at their site. The Program Manager will directly supervise 1 program staff and will 

be responsible for coaching and providing ongoing support to ensure that the staff member is  

successful in their role. The Program Manager also holds the main relationship with the partner  

high school and will ensure strong collaboration with administration and faculty throughout the school.  

 
Key Responsibilities 

 

 Oversee buildOn program activities to engage 150 students weekly in contributing 975  

              hours of service to their community every month. 

 Supervise and coach 1-2 program staff to create a successful program. 

 Directly run 40% of program strategies in the school. 

 Collaborate with partner high school to facilitate class-based programming and document and 

provided feedback on student performance through school-based data system. 

 Organize and execute special service events such as Alternative Breaks, post-session 

programming, Summer programming and school specific programming. 

 Create and Maintain strong relationships with school and community stakeholders. 

 Monitor and submit weekly Key Performance Indicators through Salesforce. 

 Manage and track annual program budget. 

 Manage annual Impact Evaluation process for program. 
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 Work closely with other Program Managers to assess, grow and improve regional initiatives. 

 Perform other duties as assigned by manager. 

 

Who we are looking for:  

 

 You are a results oriented, entrepreneurial service learning professional with creativity, drive, 

and leadership skills to manage and grow buildOn programs. 

 You have experienced, first hand, the power of service, and are looking to bring this passion to 

the lives of Oakland and Bay Area youth. 

 Experience managing or coordinating Service Learning opportunities. 

 You should have extensive knowledge in community service and Service Learning. 

 You LOVE data.  You understand the importance of metrics, reporting and evaluation in 

determining the success of a program. 

 You should have a good knowledge of the Public High School System as well as some familiarity 

with the Organizing and Non-Profit Sector in the region. 

 You must possess a relevant 4 year degree. 

 You are interested in working independently towards goals.  

 You are a strong leader, strategic thinker, progressive problem solver.  

 You often receive compliments for your flexibility and you dream about working in a fast paced, 

dynamic work environment. 

 You are a high performer and you know the importance of checking your ego at the door.  

 Ability to adapt to a flexible, fast-paced and dynamic work environment & a team player and 

positive attitude is a must. 

 You enjoy working with students in schools every day. 

 Must be willing to work a minimum of 1 Saturday a month. 

 


