PLAN NH

Visioning for Sustainable Communities

Program Manager Position Description

Plan New Hampshire (Plan NH) seeks a highly organized and resourceful Program Manager to, under the general
direction of the Plan NH Executive Director, manage the administration of the InvestNH Municipal Planning &
Zoning Grants Program. This program includes the Housing Opportunity Planning Grants and the Community
Housing Navigator Grants. UNH Extension and New Hampshire Housing are the primary partners on this program.

Position Description: The Program Manager will support a wide range of programmatic functions, under the
direction of the Executive Director, and in partnership with the primary program partners. The Program Manager is
responsible for grants management, including intake, tracking, coordinating disbursements, and reporting.
Additional duties will consist primarily of program promotion, administrative office duties, and program
development as needed. The position requires a high attention to detail, keen troubleshooting, strong
interpersonal skills, and the ability to collaborate closely with others. Program funding is guaranteed for 2 years.

Primary responsibilities:
e  Works with the Executive Director and Steering Committee to ensure the success of the InvestNH Municipal
Planning & Zoning Grants Program.
e Manages all aspects of the grant process for the Housing Opportunity Planning Grants and Community
Housing Navigator Grants, including
v' Supporting prospective applicants in navigating the submission process;
v" Evaluating the feasibility of grant proposals, including project narratives, project budgets, and
applicant’s organizational capacity to achieve proposed objectives;
Coordinating the application review process in partnership with the Steering Committee;
Communicating grant awards, denials, and other information on behalf of the Steering Committee;
Working with grantees to track and report on progress, assuring that grant requirements are met;
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v" Reviewing and approving grant disbursements to be made by New Hampshire Housing.

o Develops evaluation methods as well as creative ways to memorialize and report on program successes.

e Supports the Steering Committee and participates in other team meetings as needed and assigned.

e Designs/creates communication pieces for the Plan NH website, newsletter, etc., working with New Hampshire
Housing as needed to ensure communications are accurate and adhere to appropriate program branding

e Remains current on emerging community development issues, especially as it relates to regulatory change,
housing policy, and other aspects of InvestNH.

e Answers phones, orders supplies, and other administrative tasks as required to maintain office operations.

e  Other duties as assigned in support of Plan NH’s mission and programs.

Requirements:
e Aclear commitment to the Plan NH mission and values.
o  Effective problem-solving skills to include good judgment and sound decision making.

e Effective interpersonal skills to include active listening, relationship building, dependability, and
professionalism, among others.

e Ability to take direction as well as ability to work with minimal supervision when needed.

e Proficiency with Microsoft Office/Teams, GSuite, Constant Contact, CRM systems, and other online platforms.

e Non-profit or municipal experience preferred.

e  Minimum two years of experience in the areas of grants management and/or community development.

e Bachelor’'s degree in community development, urban planning, public administration, nonprofit management,
or other relevant disciplines.

e Valid NH driver’s license and reliable transportation as needed.

Salary range $50,000-$60,000; commensurate with experience. This is a fulltime, hybrid remote/in-person position
with office space provided in Portsmouth. Accrual of 10 personal days a year, plus specified holidays. Other benefits
are not offered at this time.

Qualified applicants, please send cover letter and resume to: info@plannh.org. Review of applications will begin
August 26, 2022. The position will remain open until filled.

Plan NH is a 501(c)3 organization with a mission to “foster excellence in planning, design, and
development of New Hampshire’s built environment.” Learn more about Plan here.
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