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Job Description – Program Manager 

Our PLACE Adult Day Services 

 

Position Category: 

Full time, exempt (salaried)   

 

Position Summary: 

Lead role in program development and program maintenance for clients.  Maintains high client 

satisfaction; assumes responsibility for the center in the absence of the Executive Director. 

 

Line of Authority: 

Reports to and works under the supervision of the Executive Director (ED) 

 

Supervisory Responsibilities: 

Supervises and works with all program-related volunteers.  (Volunteers working directly with 

clients or assigned to administrative or bookkeeping work may report to the Executive Director.) 

Supports ED with training and supervision of supporting staff and volunteers. 

 

Essential Duties:  To perform the job successfully, an individual must be able to perform each 

essential duty satisfactorily.  The requirements listed below are representative of the knowledge, 

skill, and/or ability required.  Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

1. Assumes the lead role in developing, scheduling, implementing, maintaining, and evaluating 

the on-going program of creative enrichment activities for program participants. 

 

2. Develops, implements, and evaluates client service plans.  This is accomplished in 

conjunction with other staff members.   

 

3. Works with the ED to train, supervise, and evaluate the program assistants and volunteers. 

 

4. Assists in regular duties designated by the Executive Director such as contacting and 

working with vendors, assisting with and monitoring medications, attendance roll, monthly 

reports, progress notes, etc. 

 

5. Schedules and documents emergency drills.  All participants, volunteers and staff members 

are to be trained in emergency evacuation procedures. 

 

6. Demonstrates a thorough knowledge of all policies, procedures, goals and objectives of the 

program. 
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7. Maintains accurate and up-to-date participant records regarding behavior, special concerns, 

observations, intervention strategies, and progress reflecting the social therapeutic 

atmosphere of the program. 

 

8. Attends staff meetings and planning sessions and is receptive to meeting identified needs 

required to support local program efforts. 

 

9. Serves as a resource and information source and social support member for clients and 

their families. 

 

10. Maintains confidentiality on and off duty. 

 

11. Attends and participates in any in-service training / educational workshops to improve job 

expertise and efficiency as required by licensing regulations and standards. 

 

12. Performs other duties as assigned and which relate to the success of Our PLACE. 

 

Qualifications: 

1. Bachelor’s degree from an accredited institution with major course work in one or more of 

the following:  social work, sociology, psychology, child and family studies, human services, 

art, music, gerontology, occupational or recreational therapy or nursing.  (Appropriate 

experience may substitute for college degree.) 

 

2. Minimum of two (2) years’ experience working with older adults, and/or people with 

disabilities is preferred.  Nursing or medical background is a plus. 

 

3. Demonstrate knowledge and understanding of the needs and concerns of the elderly, 

disabled, and individuals with dementia and functioning impairments, along with the ability to 

plan and implement appropriate structured programs for them in group and individual 

activities. 

 

4. Possess a genuine interest in and respect for people, especially the elderly with dementia 

and functioning impairments; be accepting of people as they are and be sensitive to and 

respectful of their needs. 

 

5. Have advanced computer skills that include Microsoft Office, Google Suites and/or other 

software, and experience with databases. 

 

6. Present a professional attitude and appearance and possess excellent written and verbal 

communication skills in all dealings with staff, clients, families, volunteers, the general public 

and other professionals. 

 

7. Possess qualities of patience, flexibility, sense of humor, mature judgement; exhibit 

enthusiasm, dependability, initiative, and a willingness to accept constructive direction. 
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8. Must possess certification in C.P.R. and First Aid, or be willing to attend training classes for 

certification. 

 

Additional requirements by the State of Tennessee: 
 
9. Must submit three (3) references (letters of recommendation preferred) indicating character 

and skills appropriate for the position. 
 

10. Must provide a physician’s statement indicating the absence of any communicable disease 
(paid for by Our PLACE).  
 

11. Must successfully complete the following to demonstrate that the candidate has no records 
that would cause the person to be excluded from providing care by T.C.A. S 71-2-403: 
a. a criminal, juvenile and perpetrator disclosure form; 
b. a fingerprint-based criminal and available juvenile records review; 
c. a review of the state sex offender registry; 
d. a review of the vulnerable persons’ registry; and 
e. a review of abuse and neglect perpetrator records for the Departments of Children’s 

Services and Human Services. 
 

12. Shall complete orientation and eight (8) hours of annual training relevant to the performance 
of the duties recognized by the Department of Human Services, as well as all other training 
required for licensing. 

 

 

 


