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Project Manager - RSVP
Grade: 9

FLSA:  Exempt

Date:
01/19

Job Summary: The Retired & Senior Volunteer Program (RSVP) Project Manager performs a wide variety of tasks to manage and facilitate the efficient and effective operation of this volunteer program for seniors age 55 and above. The RSVP Project Manager works full time on the RSVP Project under the supervision of the RSVP Project Sponsor. 

Essential Functions:

1. Works cooperatively with Project Sponsor, Project Staff, community members, volunteer station representatives, and officials of the Corporation for National and Community Service to program, plan, and implement the RSVP Project;

2. Recruits and supervises senior volunteers age 55+ by arranging interviews and orientations; 

3. Approves volunteer appointments and arranges training; 

4. Monitors and resolves problems among RSVP Volunteer Stations and volunteers;

5. Develops and maintains a record-keeping system for distributing forms and obtaining signatures for federal reports and audits; 

6. Performs budget preparation, program purchases, and expenditures;

7. Identifies community needs and develops volunteer work plans and service activities;

8. Develops and implements a continuous public relations and communications plan;

9. Prepares and submits all required county and federal program reports;

10. Plans an annual volunteer recognition luncheon;

11. Supervises a part-time RSVP Office Specialist and volunteers in the RSVP office;

12. Maintains professional knowledge and skills by attending relevant workshops, training, and conferences. Reviews professional materials and participates in professional organizations.

13. Works with RSVP Community Advisory Committee, soliciting their advice and assistance on matters affecting project operation;
14. Performs other project-related duties as assigned and as allowable within the RSVP statute, program regulations, and other applicable policies.

Required Knowledge, Skills, and Abilities: 
1. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

2. Ability to act as a representative of St. Mary’s County Government to the public;

3. Ability to gain thorough knowledge of department practices and procedures;

4. Ability to gain thorough knowledge of relevant Federal, State, and Local regulations;

5. Ability to gain thorough knowledge of County and Federal fiscal management;

6. Ability to effectively communicate with other staff members; ability to coordinate, advise, and work with other professionals;
7. Ability to supervise and motivate assigned staff;
8. Ability to prioritize and multitask; 
9. Ability to review and analyze existing information and make informed and sound decisions; ability to use available resources to research information;

10. Ability to keep accurate records;
11. Ability to operate relevant computer systems, including hardware and software.

Education and Experience: 

1. Requires a bachelor’s degree;

2. Two or more years of relevant job-related experience;

3. Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe work place practices with office equipment, and/or avoidance of trips and falls. 

The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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