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POSITION DESCRIPTION  

  
 

Position Title: Program Outreach Manager 

Full-time: 40 hour week  

Benefits: Per Personnel Policies for Full-Time Employees including a healthcare 

contribution, FSA, SEP-IRA contribution, 403b plan, vacation days, sick days, and holidays. 
  

 

Position Objective: 

Work collaboratively as a team member in the successful performance of program training, 

consulting, and resource sales & marketing activities that achieve annual organizational goals. 
 

Areas of Accountability:   

 Design, development and delivery of curriculum and program services that are aligned 

with FaithTrust Institute’s goals and foundational principles. 

 Operational implementation that ensures program content and services are delivered 

with the highest level of quality and accountability in order to maintain and build 

FaithTrust Institute’s brand. 

 Collaborative relationships with stakeholders and funders that leverage FaithTrust 

Institute’s ability to provide foundational leadership and act as a convener of resources 

in a manner that is impactful and transformational. 
 

Deliverables:  

Design, development and delivery of curriculum and program services 

 Manage the development and delivery of high quality training, lectures, courses, 

materials, and licensing for “Contract” and “FTI sponsored” training and consulting, to 

achieve annual revenue objectives. 

 Collaborate with staff leadership to establish annual program, communication and 

marketing goals and ensure the highest quality customer service and outcomes for 

clients.   

 Collaborate with Program Delivery Manager to ensure that promotions and marketing 

communications are adequately coordinated including web postings, campaign 

materials, press releases, email & distribution lists. 

 Collaborate with Program Delivery Manager to coordinate e-learning opportunities that 

may consist of online courses, audio and web conferences, web casts and webinars. 

 Manage activities and relationships with contracted trainers including curriculum 

development, program scheduling, and implementation for all “in-person” training and 

consulting. 

 Work with the Program & Learning Administrative Associate to oversee the coordination 

and administration of training events including scheduling, communication & 

marketing, contract implementation and payment.  
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Operational implementation 

 Manage training and consulting expenses to ensure program spending is within budget 

guidelines and financials processes are supported. 

 Provide timely sales reports, communicating both the results and ongoing plans to team 

members. 

 Provide information on customer contracts to assist the organization in maintaining the 

customer resource database with accurate records, current customer information and 

reporting. 

 Collaborate with other staff members to ensure sales collateral and materials are 

adequately coordinated and available for training events. 
 

Collaborative relationships with stakeholders and funders 

 Identify and cultivate opportunities for outreach to community & faith organizations 

and national leaders & partners that contribute to FaithTrust’s visibility and brand.  

 Seek opportunities for professional development and to broaden organizational 

understanding of emerging issues and relevant changes in the overall movement to end 

violence. 

 Serve as the point of contact for program training and consulting opportunities 

collaborating with the staff for coordination of key relationships with national leaders 

and partners. 

Reports to: Executive Director Location: On-site in Seattle Office 

Position Qualifications: 

 Bachelor or Graduate degree in relevant field. 

 Experience in the field of Sexual Violence and Domestic Violence prevention/intervention, 

particularly program service delivery.  

 Demonstrated competence in program curriculum development, training and consulting 

service delivery 

 Proven management experience in a private, non-profit, or public human services 

organization (ideally faith based). 

 Proven experience in developing successful relationships and working in multicultural, 

multifaith settings with regional and national denominations, religious organizations, and 

sexual and domestic violence organizations and advocates. 

 Proven ability to work with individuals of diverse social, economic and cultural background. 

 Proven track record establishing and achieving revenue objectives. 

 Proven ability to successfully manage the day-to-day functioning of program operations in a 

fast paced team environment and mission focused organization. 

 Excellent written and oral communication, negotiation, and collaboration skills. 

 High level of proficiency with Excel, Word, Outlook, PowerPoint and current Microsoft and 

Adobe software and an aptitude with database management programs and website 

management (familiarity with Salesforce a plus). 

 Self-motivated leader and team player able to multi-task and be effective when working 

independently. 

 Flexible schedule that can accommodate occasional weekend and or overnight travel. 


