
TITLE:   Program Manager 

REPORTS TO:  Executive Director 

WAGE STATUS:  Full-time, Exempt 

The Leadership Tyler Program Manager is responsible for leading the effort to support all 

program functions of Leadership Tyler with a particular focus on the Catalyst 100 Program, 

Ignite Program, Alumni Equipping Leaders Series, and other programs of Leadership Tyler as 

assigned by the Executive Director. 

RESPONSIBILITIES INCLUDE: 

• Work closely with the Executive Director and the VP of Alumni to continue alumni

engagement activities and events.

• Work with the Executive Director, VP of Marketing and the marketing committee to

develop campaigns and materials to promote the mission and programs of Leadership

Tyler.

• Support the planning and execution of Catalyst 100, Ignite, and the Alumni Equipping

Leaders Series by coordinating key program logistics. Duties include securing venues,

preparing program materials and supplies, and completing additional tasks as assigned by

the Executive Director.

• Manage Leadership Tyler’s social media platforms.

• Manage Leadership Tyler Customer Relations Database (NEON), maintain accurate

donor and alumni records, provide reports to the Executive Director and VP of Alumni as

requested.

• Coordinate with the website administrator to maintain timely information on the

Leadership Tyler website.

• Work closely with the Executive Director, committees and other LT volunteers on

various fundraising campaigns, alumni cultivation, service projects, and special events.

• Other duties and tasks as necessary assigned by the Executive Director

REQUIREMENTS: 

• College degree in marketing, communications, or related field or equivalent work 
experience.

• Excellent oral and written communication skills

• Strong customer service background

• Detail-oriented, flexible, able to manage multiple deadlines, self-motivated, and able to 
work independently.

• Knowledge of CRM software a plus.

• Graduate of one of Leadership Tyler’s programs preferred.

• Work is performed in an office environment and requires the ability to operate standard 
office equipment and keyboards. Must have the ability to lift and carry parcels, packages 
and other items, to walk short distances, and drive a vehicle to deliver and pick up 
materials.

If you are interested, please send your cover letter and resume to info@leadershiptyler.org.


