
Job Description 
 

Title: Program Manager  
 
 
Minimum qualifications:  At least 2 years of experience in the human service field, with  
supervisory/management experience preferred. Knowledge of community mental health system, and 
experience with self-help and advocacy services. Organizational and communication skills required. 
Two years of college required, Bachelors’ degree preferred. 
 
Hours of work: Full-time 40 hours per week. Exempt 
 
Source of supervision:  Program Director 
Essential Functions: 
 

Program management 
1. Teach and model the principles and practices of recovery and self-help, and ensure these 

principles are integrated into all programs and services.  
2. Oversee the day-to-day operations of the programs. Provide back-up management in the 

absence of Program Director. 
1. Ensure that program utilization meets or exceeds contractual agreements  
2. Manage a referral and intake processes that are accessible and appropriate for the program. 

Communicate these processes clearly to clients, staff, families, and referral sources.  
3. Conduct outreach activities to potential clients and referral sources. 
4. Assist staff to understand and utilize community resources. 
5. Ensure that program outcomes meet or exceed contractual obligations.  
6. Ensure the physical premises of all programs and offices are maintained in a safe, clean, and 

professional manner, conducive to the delivery of high quality services.  
7. Ensure and protect all client civil liberties and rights.  Ensure all staff maintain high standards 

of conduct in the performance of their job duties.  
8. Conduct a regular schedule of staff meetings in each program to ensure the timely sharing of 

information regarding clients, policy changes, events, and all matters pertinent to the daily 
operations of the programs. Provide a written agenda and meeting minutes for all staff 
meetings. 

9. Submit accurate and timely administrative reports as requested by the agency management, 
Board of Directors, or other designated authorities.  

 
Personnel Management  
10. Provide direct supervision to Program Supervisors.  
11. Provide regular performance evaluations for supervisors, and assist them with expanding and 

enhancing their skills and knowledge 
12. Assist with the daily supervision of direct care staff.  
13. Review and approve weekly staff schedules 
14. Review and approve requests for time off. 
15. Monitor staff attendance and respond to trends and/or problems 
16. Participate in the recruitment and interview process for direct care staff. 



17. Review and approve all performance evaluation for direct care staff 
18. Provide ongoing in service training for supervisor and direct care staff. Arrange and coordinate 

additional training, consistent with agency priorities and mission, and within budgetary 
guidelines and restrictions.  

 
Quality Assurance  
19. Ensure that all programs meet the pertinent standards established by the New York City 

Department of Mental Health and the New York State Office of Mental Health.  
20. Ensure that all program policies, procedures, and practices are followed. 
21. Ensure that administrative, program, and client records are maintained in a timely, complete, 

and organized manner, consistent with all applicable policies, rules, regulations, and 
procedures. 

22. Conduct periodic compliance audits of all records.  
23. Respond to grievances according to agency policy. 
24. Implement processes and practices that support continuous quality improvement 

 
Other duties 
25. Maintain and protect the confidential nature of all matters related to this position.  
26. Participate in training sessions designed to enhance growth and skill development.  
27. Perform other duties as assigned.  

 


