Program Specialist

OVERVIEW: Facilitate organizational activities through grantsmanship, program development and maintenance. Position reports to a Project Director.  Position is based in Camp Hill, PA but includes regular travel throughout Pennsylvania and Delaware.

REQUIREMENTS:  The candidate must have a four year college degree, with a preference in business, vocational rehabilitation, social sciences or human resources.  The individual must have at least two years work experience in a relevant focus area including vocational rehabilitation or employment services. The candidate should have excellent public speaking skills for group facilitation, written skills, leadership qualities and computer proficiency. Entrepreneurial insight is a plus. 
PRIMARY DUTIES:

Program Maintenance & Development

· Serve as Project Director as required.

· Provide feedback to project staff and organization.

· Oversee the qualitative aspects of programs in respect to internal and external criteria, through information gathering, reporting and direct observation.  

· Monitor the process of data collection and outputs, participant files, and coordinate monitoring visits.

· Gain and maintain knowledge of applicable changes, legislation and compliance issues affecting programs.

· Maintain contact with sponsors as necessary, and provide or coordinate required reports including the agencies compliance with all Waiver standards
· Participate in grant writing, project renewal, and relevant proposal research.

Human Resources/Personnel
· Coordinate and facilitate staff training and organizational recruitment activities
· Assist in implementing personnel policies and activities 

Organizational Development

· Enhance positive organizational dynamics through team building within the Central Office, Field Offices, and Field Office network.

· Represent the organization internally and externally in a responsible manner.

· Coordinate and/or facilitate external public relations activities 
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