
 
 

Program Manager, Leading Edge, Encore Leadership and Alumni Programs 

August 2016 

 

The Program Manager contributes to Leadership Pikes Peak’s mission to build a thriving 
community through leadership and service.  
 
Job Summary 
This position manages curriculum, coordinates program days and supports the Leading Edge 
(LE) and Encore Leadership (EL) programs and manages the Alumni Association.  
 
Duties include: 

 Attend and facilitate all LE and EL class sessions  

 Manage program meeting logistics, in partnership with the committee/session planners 

 Coordinate class communications, agendas, directions, produce binders, update class 
directory and class page on website, and produce materials for sessions 

 Assist with program planning 

 Coordination of session location, catering, speakers, and transportation 

 Program evaluation through online surveys and report compilation 

 Involved in the continued program development and improvement of program and 
curriculum in coordination with steering committee/session planners 

 Responsible for class recruitment, including advertisement and presentations 

 Attend steering committee meetings and facilitate communication  

 Write grants for LE and EL programs and assists with tracking and reporting 

 Secure and recruit sponsors for the LE and EL programs 

 Research and draft annual program budgets, maintain and track expenditures and 
income, and reconcile budget monthly to ensure accuracy 

 Maintain and update program marketing materials 

 Other duties as assigned 
 

Additional responsibilities include:  
Annual Event/Gala  

 Facilitate gala committee meetings alongside ED and record meeting minutes 

 Coordinate the overall planning of the event including registration, sponsorship, 
marketing, facility, auction, presentation, awards, decorations, etc 

 Manage the registration and ticketing system 

 Manage the raffle license and quarterly reporting to ensure all laws are being upheld  
 
Alumni and Communications Workgroup 

 Work along with a group of board members, alumni, and community members to plan 
and implement alumni programming throughout the year.  

 Help to develop and implement the new LPP Alumni Association to include 
recruitment, member management, benefit management and tracking 
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 Coordinate and manage The Hunt Annual Scavenger Adventure along with the 
Colorado Springs Rising Professionals  

 
Young Champion Ambassadors Contract Program (Sister Cities International) 

 Work with Sister Cities International to coordinate and implement curriculum for their 
Young Champion Ambassador’s program  

 Facilitate program session days to include coordination of session location, catering, 
transportation, speakers, materials, agenda 

 
Skills and qualifications: 

 Leadership Pikes Peak Alumni preferred 

 Bachelor’s degree preferred 

 Excellent interpersonal communication and relationship building skills 

 Public speaking experience 

 Highly organized, able to multi-task 

 Enthusiastic and professional representation of the organization and its mission 

 Self-directed and able to prioritize 

 Team player with co-workers, volunteers and interns 

 Willing to adjust hours of work to accommodate meetings and events 

 Strong writing and computer skills 
 
This is a full-time, exempt position. Please send cover letter, resume and salary request 
to Laraine@LeadershipPikesPeak.org with subject line of “Program Manager.” 
 
Applications being accepted through September 9th, 2016.  
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