Position Description: Program Manager:  Vending

Position Purpose:  Direct the overall operation of the project, including oversight of the implementation of all project activities related to the school vending machine audit and product replacement mini-grants.  This position will implement and maintain the Vending Project grants management system and manages requirements of the memorandum of agreement with the funding source, including writing and submission of all required reports and fiscal management. The position also participates in partnerships and activities with other agencies.
Core Responsibilities:

Project Management:
60% time

· Manages the planning, development, implementation, and evaluation of the Vending project 

· Complies with required elements of funding source, provides leadership in the writing, editing and submission of relevant grant reports.  Ensures all project deadlines are met

· Maintains and updates a grants management plan to include policies and procedures to ensure grants issued by the PC are properly implemented and reported

· Coordinate mini-grant application process as defined in the Vending workplan

· Coordinates all Vending project contracts, MOAs and agreements and ensures that all agreements are current and accurate, monitors submission of quarterly reports

· Assess and improve process as needed for grantees to submit invoices and financial reports

· Assist in the coordination of the state level evaluation related to Vending mini-grants
· Reviews and handles budgets and/or expenditure reports for Vending project 
· Grantee performance issues are addressed and documented as they occur

Agency Collaboration: 30% time

· Attends scheduled meetings, actively contributes, and coordinates assigned portions of meetings.

· Participates on intra-agency staff activities and committees

· Builds private partnerships through participation on coalitions or committees, networking, attending conferences

· Represents PC for state, regional and national initiatives, projects, councils, and committees

· Assists Director of Community Development in identifying and applying for external sources of funds for sustainability
· Assists in identifying nutrition information and model policies for inclusion in a resource directory 
Technical Assistance:
10% time

· Takes initiative to identify problems and develops suggested solutions

· Conduct site visits with grantees as needed
