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Position Title:  

Program Director 

Position Type: 

Full Time/Salary 

Status:  

Exempt 

Location:   

 

Reports To:  

Executive Director 

Supervisory Responsibility: 

Supervises all program staff 

   

POSITION PURPOSE 

Essential to the BBBS brand, the primary function of this position is to establish strategic direction for the 
program function, oversee implementation, and ensure achievement of annual goals. This position will be 
responsible to ensure match growth and quality through the leadership of service delivery functions. 
 

 

 
                            ESSENTIAL DUTIES AND RESPONSIBILITIES (IN PRIORITY ORDER) 
 

1. Supervise program staff 
 

A. Supervise the implementation of match activities. 
 

B. Assign and oversee the management of waiting list children. 
 

C. Train, supervise and direct program staff in the performance of their duties.  Evaluate the 
performance of program staff members. 
 

D. Lead Match Support meetings. 
 

E. Consistently review the work loads of all program staff with a view to harmonize and reconcile 
varying workloads. Monitor the performance of individuals as well as the team collectively. 
 

F. Provide program staff development opportunities. 
 

2. Ensure compliance with Standards, required procedures, and grant requirements. 
 

A. Create program material (forms and process) as necessary. 
 

B. Work to increase understanding and implementation of the service delivery system, 
supervises intake process, enrollment, matching and match support assignments to staff. 
 

C. Ensures match growth, match retention, and enrollment yield rates. 
 

JOB DESCRIPTION 
 

 

L 
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D. Keep program forms and manuals updated and ensures all program staff is utilizing current 
editions. 
 

E. Approve each volunteer and child admitted into the program.  Ensures all appropriate 
enrollment paperwork and procedures have been completed.  Reviews written assessments. 
 

F. Understand and be advised of Risk Management issues and tools. 
 

G. Lead the continual development, design and implementation of BBBS of Siouxland’s 
programs, practices, and policies. 
 

H. Conduct regular audits of files, customer service, and our process of handling volunteers and 
families.   
 

I. Research and organize ongoing (quarterly) volunteer training opportunities and curriculum 
development. 
 

J. Ensure documentation of all match contacts and evaluations in accordance with Standards 
and Required Procedures. 
 

3. Program management 
 

A. Develop an annual program plan and monitors program performance, develops plans for 
performance improvement as applicable. 
 

B. Attend trainings and conferences as directed to train program staff on learnings. 
 

C. Maintain meetings with the Executive Director. 
 

D. Maintain contact with other BBBS agencies/websites to monitor program trends. 
 

E. Model, develop and share best practices, constantly promoting our organization’s culture and 
programs 
 

F. Represent agency in appropriate community meetings and collaborate with other service 
providers. 
 

 

EDUCATION & RELATED WORK EXPERIENCE 

Education Level:  
(minimum & preferred educational requirements necessary to perform this job successfully) 

Minimum Bachelors degree in social services, human services counseling, psychology, or related field. 

 

Years of  Related Work Experience : 
(minimum & preferred related work experience necessary perform this job successfully) 

Minimum two years experience in youth related programs. Must have prior documented supervisory 
experience. Must have car, valid driver’s license, and meet the insurance minimums required under 
program standards. 
 

SKILLS AND KNOWLEDGE 

 Required 

Proficiency in Microsoft Office including Word, Outlook, and Excel. X 
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Excellent relational assessment skill. X 

Oral and written communication skills reflect solid customer service.   X 

Ability to relate well in multicultural environments. X 

Ability to supervise staff to meet performance goals. X 

Ability to maintain confidentiality throughout daily operations. X 

Ability to use time effectively. X 

Ability to focus on details. X 

Ability to collect meaningful data and draw solid conclusions. X 

 

 

 

 

WORK ENVIRONMENT/PHYSICAL REQUIREMENTS 

(Describe any specific work place conditions and/or physical abilities that are related to and/or required by 
this job) 

Routine office environment.  Flexible work hours to meet customer needs.  Some travel is required to 
program activities, community and fundraising events.  

 

 

 

Equal Employment Opportunity 

 
BBBSA provides equal employment opportunities to all qualified individuals without regard to race, sex, national 
origin, religion, age, disability, creed, color, sexual orientation, gender identity, or any other legally protected 
class. 

 

Americans with Disabilities Act 

 

Applicants as well as employees who are or become disabled must be able to perform the essential duties & 

responsibilities either unaided or with reasonable accommodation.  The organization shall determine 

reasonable accommodation on a case-by-case basis in accordance with applicable law. 

 

 

Job Responsibilities 

 

The above statements reflect the general duties, responsibilities and competencies considered necessary to 

perform the essential duties & responsibilities of the job and should not be considered as a detailed description 

of all the work requirements of the position. BBBSA may change the specific job duties with or without prior 

notice based on the needs of the organization.  
 

 
 
 
Please send resumes with a cover letter to: 
 
Lori Twohig, Executive Director  
3650 Glen Oaks Drive 
Sioux City, IA 51104 
 
Or email to: ltwohig@bigbrothersbigsisters.com 
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Core Competencies 

 
High Performance Indicators 

 
PROGRAM SOLVING & ANALYSIS Able to gather appropriate data and diagnose a situation 

before taking action; separate causes from symptoms; 
apply lessons learned from others who encountered 
similar problems or challenges; anticipate problems and 
develop contingency plans to deal with them; develop and 
evaluate alternative courses of action. 
 

CONTINUOUS QUALITY & PERFORMANCE 
IMPROVEMENT 

Able to encourage team members to share ideas that lead 

to improvement; minimize barriers to accomplishing the 

team’s work; hold others accountable for identifying and 

removing obstacles that negatively affect quality; monitor 

the group’s process for quality and efficiency issues that 

become targets for improvement; establish measures / 

benchmarks to track individual and/or team performance.  

 
DECISIVENESS & JUDGEMENT Able to consider both the short and long term impact of 

decisions; plan for how the consequences of decisions 
affect the team; coach others to make effective decisions; 
hold others accountable for making sound decisions; 
make and act on decisions even if they are unpopular.  
Able to establish resources and/or processes to gather 
information/data for problem solving or analysis; create an 
environment that supports cross-functional analysis and 
problem solving; ensure that organization-level decisions 
are based on data and sound reasoning. 
 

DEVELOPS CAPABILITY Able to proactively coach others to help improve their 
contribution; provide positive as well as constructive 
feedback on an ongoing basis; take responsibility for 
holding regular coaching and development discussions 
with team members; delegate assignments which provide 
others learning opportunities; reinforce the value of active 
learning and highlight its organizational impact for others; 
seek ideas from others in improving the team’s 
capabilities; ensure that others are taught key skills. 
 

FLEXIBILITY & ACHIEVING CHANGE Able to help others overcome their resistance to change; 
gain others’ willing participation for change initiatives; help 
others translate new change goals into practical 
implementation steps and adapt to change without 
disruption of productivity; coach others in accomplishing 
goals in an unstructured environment.   Able to pursue 
and generate innovative ideas that further the group or 
team’s goals and foster an environment that encourages 
innovation. 
 



 

  Page 5 of 5 

GETS RESULTS Able to create an environment of accountability for 

meeting agreed upon expectations; hold others 

accountable for managing the performance of a group; 

eliminate barriers to group performance; lead/champion 

efforts that increase productivity and goal accomplishment 

throughout the group or team; drive the implementation of 

systems that reward employees for contributing to group 

or team goals.  

 
STRATEGIC ALIGNMENT Able to ensure that all systems in the group or department 

are aligned toward achieving strategic goals; continually 
communicate and reinforce the highest priority initiatives 
to keep the group or department focused on the right 
things; hold others accountable for meeting the needs of 
the group or department rather than optimizing the 
performance of only their function; ensure that the group 
or department has broad strategies and plans that focus 
on community needs; set and articulate a compelling 
vision for the group or department.  Able to focus team on 
delivering services in a way that enhances / maximizes 
performance. 
 

VALUING DIVERSITY Able to make diversity/inclusion an integral part of overall 
long term plan; sponsor/mentor individuals from a variety 
of backgrounds and perspectives; communicate and 
enforce a department-wide zero-tolerance policy toward 
inappropriate, illegal or discriminatory behaviors; hold all 
managers (including self) accountable for achieving 
diversity/inclusion goals; make departmental or team 
changes that enhance workforce diversity.  Able to 
communicate internally and externally that 
diversity/inclusion is an integral part of how your 
organization does business. 

 
 

 


