
[bookmark: _gnv05rb6uiap]Program Manager
[bookmark: _o08p7gqw79q3]Position Overview
The Upper Delaware Scenic Byway (UDSB) is seeking a motivated, creative, and organized Program Manager to lead initiatives that strengthen the Byway's mission of preserving, promoting, and enhancing the Upper Delaware region. This position combines project management, grant administration, marketing, community engagement, and strategic program development.
The successful candidate will be a self-starter who thrives working independently while building strong partnerships with community organizations, municipalities, government agencies, volunteers, and the UDSB Board of Directors.
[bookmark: _xsizqozflyxq]About the Role
The Program Manager serves as the primary coordinator for UDSB programs, projects, and initiatives. Responsibilities include securing and managing grants, overseeing marketing and communications, supporting the development of the UDSB Visitor Center, expanding community partnerships, and identifying opportunities to grow tourism, programming, and organizational sustainability. This position is a part-time work-from-home position.
[bookmark: _kxnrifpprf8k]Key Responsibilities
[bookmark: _2o61bhxfbozc]Program & Project Management
· Assist in creating and managing programming that reflects the overarching mission of the Upper Delaware Scenic Byway.
· Establish project plans, timelines, budgets, analytics and reports.
· Coordinate activities and ensure projects remain on schedule and within budget.
· Maintain accurate records and documentation.
[bookmark: _iubi0s4h06kq]Grant Development & Administration
· Research and identify new grant and funding opportunities.
· Prepare, submit, and manage grant applications and reporting requirements.
· Promote and administer Upper Delaware Scenic Byway Grant Program.
· Assist with reviewing and evaluating grant applications.
· Manage both long-term grant initiatives and smaller funding opportunities that support the organization's mission.
[bookmark: _kman0sx2zkf4]Marketing, Communications & Branding
· Develop and coordinate annual advertising campaigns in local and regional publications.
· Manage UDSB social media platforms and create engaging content highlighting events, destinations, and initiatives along the Scenic Byway.
· Identify opportunities to strengthen the UDSB brand through marketing, storytelling, website improvements, and strategic partnerships.
· Collaborate with vendors and external partners on promotional initiatives.
[bookmark: _bn5cxhr879db]Community Engagement
· Build and maintain productive relationships with municipalities, nonprofit organizations, tourism partners, elected officials, and community stakeholders.
· Recruit, engage, and coordinate volunteers for a Friends of the UDSB program.
· Foster community involvement and strengthen UDSB's reputation as both a tourism destination and community resource.
· Develop creative visitor experiences, including exhibits, displays, and mobile audio/video tours.
[bookmark: _mpfvnl1xo3di]Visitor Center Development
· Support the planning, build-out, and programming of the UDSB Visitor Center.
· Develop exhibits and interpretive displays that engage visitors, tourists, and local residents.
· Assist in creating educational and experiential programming that enhances visitor engagement.
[bookmark: _fwhc66jv91lb]Revenue Development
· Identify and pursue new revenue opportunities.
· Strengthen and maximize existing funding sources.
· Support fundraising initiatives and organizational sustainability efforts.
[bookmark: _g7cvy0fovdtu]Board Support & Reporting
· Attend all monthly Board of Directors meetings (typically held on the fourth Monday of each month).
· Prepare monthly written reports summarizing activities, project progress, and organizational initiatives.
· Maintain an ongoing activity log documenting Program Manager responsibilities and accomplishments.
· Provide timely updates to Board officers regarding matters requiring immediate attention between scheduled meetings.
[bookmark: _9llgsvohxfnc]Qualifications
[bookmark: _osnmsiufgd11]Required
· Strong organizational and project management skills.
· Excellent written and verbal communication skills, including both technical and creative writing.
· Ability to work independently, manage multiple priorities, and meet deadlines.
· Experience building relationships with public agencies, nonprofit organizations, municipalities, and community partners.
· Proficiency with Microsoft Office or Google Workspace and general computer applications.
· Personal computer and mobile phone for communication and photography.
· Reliable transportation and the ability to travel throughout the Upper Delaware Scenic Byway during all seasons.
· Willingness to develop a comprehensive understanding of the Upper Delaware region.
[bookmark: _z7gr3glgzev1]Preferred
· Experience in grant writing and grant management.
· Experience in nonprofit administration, tourism, community development, economic development, or public outreach.
· Experience with social media management, marketing, branding, or public relations.
· Familiarity with budgeting and financial reporting.
· Experience managing volunteers and community engagement initiatives.
· Ability to capture photography for the purpose of marketing and documenting
[bookmark: _r949rcnlt4kw]Knowledge, Skills & Abilities
· Strategic thinking and problem-solving skills.
· Strong attention to detail.
· Excellent interpersonal and relationship-building abilities.
· Ability to balance multiple projects simultaneously.
· Creative approach to storytelling, tourism promotion, and community engagement.
· Commitment to conservation, heritage tourism, and community development.
[bookmark: _xct0j16ewngh]Work Environment
This position requires regular travel throughout the Upper Delaware Scenic Byway corridor. The Program Manager must be comfortable attending meetings, participating in community events, and representing UDSB throughout the region.
[bookmark: _ryfwxwii9gkw]Why Join UDSB?
This is an opportunity to make a lasting impact on one of New York's most scenic and culturally significant regions. The Program Manager will play a key leadership role in preserving the area's natural beauty, promoting sustainable tourism, strengthening community partnerships, and advancing projects that benefit residents and visitors alike.


