Position Description
Program Manager, Trails and Outdoor Recreation (Philadelphia Office)

About PEC:  
The Pennsylvania Environmental Council (PEC) is a 501(c)3 non-profit organization that protects and restores the natural and built environments through innovation, collaboration, education and advocacy. At the heart of our success is our belief in the value of partnerships with the private sector, government, communities and individuals to improve the quality of life for all Pennsylvanians. PEC’s Philadelphia Office is one of three regional offices across Pennsylvania and actively engages in projects and policy initiatives that promote land and water-based recreational opportunities, protection and conservation of water resources, promotion of forward-thinking energy and climate approaches, and sustainable development of communities and landscapes.
Position Summary:
The Program Manager is a full time exempt position that supports PEC’s Trails and Recreation Initiative. The Program Manager will be responsible for day-to-day management of specific tasks and projects that help advance greenways and trails projects, particularly East Coast Greenway and the Circuit, Philadelphia’s Regional Trail Network. Building relationships and maintaining PEC’s leadership presence in various projects is key to the overall success of the program.  The position requires someone who is detail-oriented, can work independently, meet deadlines, and expects the same of others. A passion for the environment and recreation is strongly encouraged. The position reports to the Program Director.
Position Activities:
1.	Execute project tasks: Work within a team environment to complete project goals on time and budget; coordinate resources to achieve desired outcomes; and manage consultants through to completion, in coordination with PEC staff. The Program Manager must be able to manage his/her own schedule and complete tasks on tight deadlines.
2.	Coordinate project development: Coordinate with multiple stakeholders and co-workers to develop project scopes and objectives, and prepare detailed work plans. Record agreements and monitor progress to achieve program deliverables. 
3.	Administer projects: Prepare correspondence, memoranda, and proposals; manage expenses and income; assist in preparing contracts, invoices, and grant reports to funders and partners; create databases for projects; and maintain project files.
4.	Communicate effectively in person, by phone, and by email with PEC staff, partner organizations, and consultants to coordinate project activities and disseminate information.
5.	Lead meetings and workshops with project partners and stakeholders, including: local government and non-government agencies; businesses; community organizations; elected and appointed officials and their program staff; and the public at-large as directed.
6.	Develop resources: Participate in developing grant and other funding proposals.
7. 	Organize and coordinate outdoor events and celebrations that further program goals. 	
8. 	Perform other duties as assigned.

Specific Required Skills Are:
1.	Communication Skills: Articulate project needs and activities to supervisor, staff, partners, and clients using excellent verbal, writing, and interpersonal skills.
2.	Project Management & Administration: Develop objectives, manage by work plan, and coordinate resources, including project consultants and staff. Develop budgets and keep track of expenses and revenue. Track and report on project milestones and provide status reports.
3.	Proficiency with Microsoft Outlook, Word, Excel, and PowerPoint as well as knowledge of budgeting and financial administration.
4.	Ability to work independently and with minimal supervision, while being accountable for coordinating with multiple partners outside the organization. 
5.	Ability to work evenings and weekends, or in locations other than Philadelphia, as reasonable and necessary for performance of Position Activities.
6. 	Ability to organize, lead and participate in public outreach and volunteer events. These events can include bike rides and hikes on trails, so enthusiasm for recreational activities is required.
 Qualifications: 
A bachelor degree or higher in environmental studies, outdoor recreation, natural resource management, urban studies, communications, business, or a related field is preferred. The successful candidate should have at least 1-3 years of program management experience, working with partner organizations, marshaling resources and supervising consultants, as well as a passion for the environment, sustainable development, and Pennsylvania. The ideal candidate will be able to demonstrate a personal passion for protecting open spaces and developing trail connections.  
Compensation:
This is a salaried position commensurate with experience and includes an attractive benefits package (medical benefits, vacation, holidays, 403(b), life insurance, et cetera).
Location:
PEC’s Philadelphia Office is located at 1315 Walnut Street, Suite 532, Philadelphia, PA 19107.  Travel to other locales in the region and state will be required.
Additional Instructions:
[bookmark: _GoBack]Apply by emailing your resume and a cover letter that describes how your interest, experience, and qualifications blend with PEC's mission and job position. Send application materials to: Employment@pecpa.org.  Application deadline is February, 16, 2018.
