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Status: Exempt
Nutrition Program Manager

Definition

The Nutrition Program Manager is responsible for oversight of designated programs, i.e., Meals on Wheels, Congregate/Community Meals and other projects. Responsible for the development and administration of the program activities to ensure goals and objectives are accomplished within the prescribed time frame and funding parameters. May evaluate contract performance to determine compliance with contractual obligations, make recommendations to administration or may decide requests for deviations. Ensures compliance with state and other regulatory requirements. 
Essential Duties
 (The following are intended to illustrate typical duties; they are not meant to be all inclusive or restrictive) 

1. Supports Agency’s mission and philosophy and fully participates in Agency’s goals and strategic objectives. 
2. Hires, appoints, supervises, and evaluates program staff, and recommends personnel actions. Develops orientation and training materials. Serves in an instrumental role in seeking resolution of issues and conflict. Provides solutions and redirection to Nutrition staff when needed and actively supports performance improvement and professional growth of department staff.
3. Directs and coordinates Nutrition program activities to ensure goals and objectives are accomplished within the prescribed time frame and funding parameters.

4. Provides customer service as needed: Handles non-routine complaints, arbitrates minor disputes, and resolves minor grievances of clients, vendors, and program staff; oversees the evaluation of customer satisfaction. 
5. Monitors the quality of dining services and/or the production of meals to ensure quality and compliance with regulatory and contractual requirements. 
6. Confers regularly with the Community Services Director to further develop, implement and plan program growth and expansion. Develops plans to evaluate program activities and outcomes. Takes the lead in designing and establishing systems to organize and manage the workflow of the nutrition program and associated contracts and grants. Ensures compliance with regulatory guidelines, standards and rules.
7. Confers with social work or other professionals to help develop meal service plans, to obtain nutrition/social assessments of clients, to monitor nutrition screening, and address other client issues.

8. Supports business and resource development through such activities as assisting, marketing, grant/proposal writing, and locating potential resources; assists with administering grants and contracts, ensuring compliance with regulatory guidelines.

9. Submit and monitor budget, under the supervision of the Community Services Director and in collaboration with the CEO and CFO.
10. Prepares program reports for administration and others; assists in preparing or prepares funding proposals and project proposals.

11. Develops and provides presentations and educational material for clients and community partners regarding healthy living, exercise, proper nutrition, and disease prevention.

12. Participates in community relations and other outreach activities such as promotion of program services, presenting information to individuals, groups, and organizations; establishing and maintaining productive working relationships with individuals, organizations, and groups; attending or conducting meetings which support achievement of the program’s mission and objectives; serving on committees, task forces, etc.

13. Reviews, calculates, and sorts data and oversees preparation of monthly statements of use for MOW clients, reviews, calculates and sorts data and creates invoices for partner Meals on Wheels and Congregate sites.
14. Works with the Agency’s Nutrition Program Coordinators and Volunteer Coordinators to identify volunteer recruitment needs, assists in reviewing referred candidate applications and may interview and place potential volunteers. Confers with the Volunteer Coordinators and the Nutrition Program Coordinators to problem solve volunteer staff issues. Directs the Nutrition Program Coordinators to provide other support and recognition to volunteers. Ensures an environment that is conducive to maintaining a highly productive corps of volunteers.

15. Works with accounting staff to ensure that accurate and timely billing of services occur, and that payment is received.
16. Provides back-up support to all staff positions supervised.

17. Models positive leadership. Fosters positive teamwork and collaboration. Cultivates open communication. Acts as a catalyst for change and continuous improvement. Encourages and empowers others to achieve. 
18. Performs related duties as assigned.

Supervision Received
Works under the direction of the Community Services Director.
Supervision Exercised

Direct supervision typically includes Nutrition Program Coordinators. May supervise other paid and volunteer positions as assigned. Carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws.

Working Relationships
The work entails interacting with varied Missoula Aging Services employees as well as older adults and their representatives, contracted partners, staff of community agencies, members of faith-based communities, civic and community groups, program clients as well as other sectors of the general public.

PHYSICAL/MENTAL DEMANDS & WORKING CONDITIONS 
Requires moderate physical effort, moving between 5 and 25 pounds, on an intermittent basis less than 15% of the time. Requires high attention to detail or deadlines on an occasional basis between 15% and 45% of the time. While performing the duties of this Job, the employee is regularly required to use hands to finger, handle, or feel; reach with hands and arms and talk or hear. The employee is frequently required to stand; walk; sit and climb or balance. Specific vision abilities required by this job include close vision, peripheral vision, depth perception and ability to adjust focus.

Employees work in office environment free of excessive noise or other disagreeable elements, where temperature is regulated with less than 10-degree Fahrenheit variation. Intermittent travel within Missoula is required between less than 15% of time. Travel outside of Missoula may be required. Use of a personal vehicle required. Must possess a valid driver’s license and maintain vehicle insurance as required by MT law.
Qualifications
Knowledge:  Working knowledge of staff supervision, project coordination principles and techniques. General knowledge of volunteer coordination principles and practices. General knowledge of good nutrition and health promotion. General knowledge of principles and processes for providing customer services including techniques for handling difficult people, active listening and assessing customer satisfaction.

Skill:   Proven skill in organizing people and programs/projects. General skill in budget preparation and monitoring. Strong program management and time management skills. Proven skill in the use of a personal computer and common software applications such as Microsoft Word, Access, Excel, Publisher, and Microsoft Outlook. Considerable interpersonal skill, including oral and written communication. Above-average influencing skills. Demonstrated skill in conceptualizing basic to moderately complex volunteer recruitment efforts. 

Ability:  Ability to work within a team based, cross functional environment. Ability to travel within the area served by the program. Ability to successfully interact with a wide range of individuals and organizations of diverse backgrounds and viewpoints.

Education and Experience: Position requires a four-year degree (e.g., Human Services Management, Public Administration, Business Administration, Management, Nonprofit Management, Social Work) and four years of relevant work experience OR a suitable combination of education and experience. Volunteer work may be considered in evaluating work experience.

Competency

Professionalism: Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and consideration regardless of their status or position; Accepts responsibility for own actions; Follows through on commitments.

Quality: Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; Applies feedback to improve performance; Monitors own work to ensure quality.

Quantity: Meets productivity standards; Completes work in timely manner; Strives to increase productivity.

Safety and Security: Observes safety and security procedures; Reports potentially unsafe conditions; Uses equipment and materials properly.

Personal Attributes

It is essential for this position to be open-minded and flexible with regard to the work to be performed. This position will require a great amount of self-motivation, self-directedness, and discipline. Must be able to work and perform under moderate to high pressure. A high level of organizational skill is necessary in receiving and prioritizing projects and tasks. Must be willing to assist co-workers as needed without direction to do so. Teamwork, communication, and flexibility are essential to this position and to the company. It is essential that the person in this position understand the policies and procedures as set out by management and works as a team member for the good of the company. This position will be cross trained in other areas of the support staff duties. 

I understand that this job description is presented as a matter of information only and nothing contained in this job description shall be construed as an agreement or contract of employment between Missoula Aging Services and the employee. I acknowledge receipt of job description and have read and understand the duties outlined above.

Employee Signature: _______________________________ Date: ______________

Supervisor Signature: ________________________________ Date: ______________

Program Director Signature: ___________________________ Date: ______________

HR Director Signature: _______________________________ Date: ______________
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