

Berkeley County Meals on Wheels

Job Description: Program Manager

Job Description:
Meals On Wheels provides nutritious low-cost meals to seniors and disabled individuals in Berkeley County. The Program Manager is responsible for Leading the team and maintaining and growing the resources necessary to provide for the clients we serve.  

Key Responsibilities:

1. Manage Grant proposals (write, research, and manage)
2. Manage a large and growing client base (MOW Berkeley County serves over 250 meals each day)
3. Manage, organize, and lead a large number of volunteers (over 100) for deliveries, kitchen help, and fund raiser events
4. Prepare annual budget for nonprofit tax reporting
5. Complete monthly payroll 
6. Develop Fundraising Activities as well as solicit donors to support the MOW mission
7. Provide Community Outreach and Awareness within Berkeley county
8. Hire Staff and manage all resources associated with the MOW organization.  Provide evaluations, mentoring, and support to employees and volunteers.

Required Qualifications:

1. College degree or at least five years’ experience working with a non-profit.
2. Proficient in the use of Quick Books and Excel.
3. Strong math, accounting, and record keeping skills.
4. Strong grant writing, budgeting, and financial oversight skills.
5. Ability to supervise, motivate, and develop staff and volunteers.
6. Excellent written and verbal communication skills.
7. Commitment to the mission of serving seniors and strengthening the community.






