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POSITION PURPOSE
Under the direct supervision of the Executive Director, the Energy and Environmental Services Division Manager is responsible for the development and management of the Division’s various programs including assisting with the hiring and supervision of office and field staff; preparation of programmatic narrative and statistical reports; ensuring compliance with various programmatic, state, federal and local codes and regulations; assisting with grant writing and competitive bid preparation to secure additional funding. The Program Manager, working with the Executive Director, assists with the monitoring of local, state, and federal legislation, regulations and policies affecting low-income services with the intent of educating the appropriate entities as to the impact of the proposed legislation, regulations, and policies on the constituent population. 

ESSENTIAL JOB FUNCTIONS
Specific Tasks:
· Responsible for the administration of programs and the preparation of budgets
· Management of multiple budgets from various funding sources
· Plans, organizes, and provides day-to-day direction of program operations
· Ensures compliance with state, federal and local codes as they relate to program operations
· Prepares grant proposals and competitive bids to secure additional funding
· Ensures that operations are fully staffed to meet program requirements
· Responsible for staff recruitment, evaluating staff performance, and personnel disciplinary issues and performance “counseling”
· Supervises the coordination of program scheduling for all the various programs’ outreach, intake, and weatherization activities
· Supervises the field and office staff to ensure high quality services
· Maintains current resource materials for the various programs utilizing the State’s Local Providers’ website and other sources as appropriate
· Oversees statistical record keeping, financial and goals attainment data; and the “Hancock” software reporting activities
· Supervises the preparation of the various state and utility company reports, and review of the reports before submission
· Prepares monthly and quarterly reports for grant compliance
· Responsible for the development, supervision and evaluation of the outreach, marketing, and intake processes for the various programs
· Oversees supervision of office staff and crews in all phases of work and ensures that COVID related safety protocols are adhered to
· Works with staff, utilizing a team approach to manage and problem solve issues
· Maintains community services information for client and community partner referrals
· Supervises all phases of program implementation and evaluation in cooperation with the Executive Director
· Oversees the use of the Hancock MINT assessment/work order tool for the successful use by field crews, inventory, and billing staff
· Under the direction of the Executive Director, the Energy and Environmental Services Division Program Manager will provide staff training on changes in policy and procedures, program requirements, and program development
· Maintains up to date Policies and Procedures Manual, RCAA Accounting Policies and Procedures and energy related policy documents as required by the funding sources
· Maintains necessary files, and a database of program operations and their day-to-day status
· Oversees the safety, security, housekeeping and repair/maintenance needs of the office and shop locations
· Assists with back-up outreach, marketing and intake for the various programs as needed
· Prepares weekly written reports for the Executive Director and attends weekly meetings to share information and fine tune program operations
· Attend various contract or association meetings, trainings or seminars as required
· Other duties as assigned by the Executive Director

JOB REQUIREMENTS
Knowledge of and Experience With:
· All phases of program and staff supervision including preparation of monthly reports
· Administration of grant and fee-for service funding including budget development and management
· Grant writing and competitive bid preparation
· Statistical and data collection and interpretation
· Personnel management
· Management of records, fiscal resources, and contracts
· General office principles, practices, and procedures
· Dealing with the public or social services clients
· Basic interview and assessment techniques
· Local community resources in relation to client needs
· General knowledge of budget preparation, financial record keeping procedures, and budget analysis
· Basic math and statistical computation
· Basic computer skills – Word, Excel, and database programs

Ability To:
· Plan, organize and administer multiple programs
· Address community organizations, other local agencies, and funding sources to promote, educate and solicit support for the various Energy and Environmental Services programs
· Prepare clear and accurate financial reports and program budgets
· Coordinate and develop staff
· Develop skills and knowledge necessary to effectively utilize the Agency’s accounting program
· Adapt with flexibility to innovative ideas and changing conditions
· Work effectively with a minimum of supervision
· Compose and prepare routine correspondence and reports
· Develop and oversee general office and clerical procedures
· Research, collate and disseminate information
· Keep accurate financial and statistical records
· Communicate clearly and efficiently, written and orally; and be competent in English grammar, punctuation, and spelling
· Communicate/relate with individuals of various cultures, ethnicity, philosophical views, background, income levels, life goals and communication skills
· Work with culturally diverse communities and families, with the ability to be culturally sensitive and appropriate
· Establish and maintain cooperative and effective relationships with agency staff, personnel of other agencies, funding source representatives and the local service population
· Travel in-town and/or out-of-town to various contract or association meetings, trainings and seminars as required
· Conduct self in professional, courteous, and cooperative manner at all times; and maintain a professional standard based on RCAA’s Personnel Policies and Procedures Handbook and Employee Code of Conduct
· Ensure and protect Agency, employee, program and client confidentiality and safety; and follow all protocols and procedures defined by this Agency and/or State and Federal laws to achieve this protection

MINIMUM QUALIFICATIONS
Required:
· High School Diploma or equivalent
· Two (2) years demonstrated experience working with low-income people in a social services agency or service-related business requiring contact with the public
· Two (2) years management experience, including the supervision of staff and/or volunteers

Desired Qualifications:
· Bachelor’s Degree in Business Administration, or in a field related to the specifics of the position and division. In lieu of educational requirements, equivalent experience may be substituted on a year-by-year basis
· Contractor State License Board Class B License
· Experience in grant writing, report preparation or competitive bid preparation requiring a narrative and budget
· Knowledge of Abila accounting software and Hancock database software
· Familiarity with non-profit funding sources, strategies, and methods for non-profit program management
· Ability to communicate effectively in Spanish, both written and oral forms
· Valid First Aid and CPR certification or willingness and ability to be certified
· Background in energy efficiency

OTHER REQUIREMENTS 
· Must be a U.S. citizen or lawful permanent resident, and have the ability to provide proof of identity and employment eligibility in accordance with Federal law
· Must have means and capacity to perform job related duties with personal vehicle, as will be required, and must have proof of current automobile insurance
· Possession of valid California Driver’s License with current DMV printout showing acceptable driving record
· Submit to fingerprinting for criminal record clearance and background checks with acceptable results
· As a condition of employment all employees are required to provide proof of having been fully vaccinated for COVID-19
· Must have an effective means of communication at all times; a home phone and/or cell phone with the ability to accept voicemail

ESSENTIAL PHYSICAL ABILITIES
Employee must be able to provide the following with or without reasonable accommodation:
· Sufficient clarity of speech and hearing or other communication capabilities to enable the employee to communicate effectively
· Sufficient vision or other powers of observation to enable the employee to review a wide variety of materials in electronic or hard copy form
· Sufficient manual dexterity to enable the employee to operate a personal computer, telephone, and other related equipment
· Sufficient personal mobility and physical reflexes to enable the employee to safely lift, move or maneuver whatever may be necessary to successfully perform the duties of their position
· Sufficient personal mobility and physical reflexes to enable the employee to efficiently function in their assigned work environment, including, where applicable, the operation of motorized vehicles and equipment

NOTE FOR ALL EMPLOYEES
· This job description should not be construed to imply that these requirements are the exclusive standards for the position. Incumbents may be required to follow instructions and perform other duties as required by their supervisor.
· This position is considered a “safety-sensitive” job and will be subject to RCAA’s “Substance/Alcohol Abuse” policy. This policy is included in the Policies and Procedures and a more detailed brochure is available from the Human Resources Department which further outlines the policy.
· RCAA is an “Essential Business” that continues to operate during unexpected events, such as: earthquake, natural disaster, or a public health emergency. Thus, employees of RCAA are expected to continue to perform their jobs while taking all appropriate safety precautions.




EXECUTIVE DIRECTOR						DATE


DIRECTOR OF HUMAN RESOURCES				DATE


AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER


EXEMPT STAFF ONLY
This position is considered exempt from overtime according to The Department of Labor Laws; and as such, may occasionally include extended hours into the evenings and/or weekends.


I have read, understand, and agree to perform the job functions as outlined above:


Print Name				Signature				Date
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