
 

Manager, Youth Programs 

Reports to: Chief Executive Officer 

Supervises: Youth Programs Associate 

Department: Youth Programs 

FLSA Status: Exempt 

Position Classification Regular, Full-Time 

Work Schedule Varies with normal hours being between 9:00am and 
5:00pm, Monday – Friday, some Saturdays and evenings as 
needed 

Apply at: www.ywcanca.org 

 

About the YWCA National Capital Area (YWCA NCA) 

Mission – The YWCA is dedicated to eliminating racism, empowering women and promoting peace, 

justice, freedom and dignity for all. 

Vision – Provide women and their families with the necessary programs that foster independence, 

economic stability and overall well-being. 

Bold Goal – A majority of women and girls of color across the National Capital Area have the 

resources and support necessary to achieve personal, educational and professional success.   

Position Summary 

The Manager, Youth Programs is responsible for overseeing the day-to-day operations of the YWCA 

NCA’s Youth Programs, including its signature EmpowerGirls and EmpowerSTEAM programs.  This 

includes identifying and recruiting potential program participants; development, coordination and 

implementation of school-based and community-based program activities; data collection and 

management; report generation and quality control; and assisting in the development of grant 

proposals.  The Manager, Youth Programs will work in a collaborative manner with YWCA NCA staff, 

school administrators and counselors and community-based organizations to provide academic 

enrichment activities, leadership development and college and career exploration programs for 

middle school and high school girls. 

Position Responsibilities 

 Work with middle school and high school counselors and administrators to recruit girls in 
grades 6-12 to participate in youth mentoring and leadership development programs. 

 Lead the design, development and implementation of the YWCA NCA’s school-based and 
community-based youth programming. This includes coordination of yearly calendar of 
events, workshop scheduling, event planning, etc. 



 Develop and facilitate enrichment programs including speaker series, film/video 
presentations and workshops on a range of topics including academics, health and welfare, 
social engagement, leadership development and career and college exploration. 

 Deliver EmpowerGirls programming to middle and high school girls on-site in local public 
schools and at the YWCA NCA Washington, DC location. 

 Work closely with YWCA NCA staff and educational partners to ensure the successful 

implementation of daily programming. 
 Ensure that program activities and grant requirements are successfully implemented. 

 Develop and implement activities and interventions that empower participants with the 

skills necessary to understand and manage emotions, and feel and show empathy. 

 Provide coaching to support staff and volunteers in implementing best practices to promote 

social/emotional learning.   

 Develop rapport with participants and create a welcoming environment. 

 Engage with parents and guardians and communicate participants’ progress as necessary.   
 Track students’ attendance, participation and progress in EmpowerGirls sessions. 
 Track students’ school attendance, behavior and academic progress. 
 Meet with CEO on a weekly basis, or as determined by the CEO to review program goals and 

outcomes. 
 Attend and participate in professional group & community partnership meetings; stay 

abreast of new trends and best practices in the area of youth development.  
 Maintain accurate files/records and up-to-date program operations binders.  
 Collect key student and programmatic data and statistics on an on-going basis to support 

effective and timely data management and reporting of core outcome data. 

 Coordinate with vendors and community resources to provide facilities, transportation, 
catering/food services, and other program and event services.             

 Supervise and train Youth Programs Coordinator, volunteer mentors and volunteer support 
staff.  

 Monitor performance against program outcomes and use program data to inform thinking 

about program effectiveness and opportunities for improvement. 

 Prepare regular grant and program reports and complete in a timely manner. 

 Perform other duties as assigned by CEO. 

 

Essential Knowledge, Skills and Experience 

 Bachelor’s Degree in Education, Social Work, Counseling or related area 

 Minimum of five years of experience in teaching, counseling or guidance of middle school or 

high school students, youth development, social work or education program management 

 Ability to develop, implement and promote youth development programs 

 Must comply with mandatory COVID-19 vaccination policy 

 Demonstrate enthusiasm, professionalism and excellent interpersonal skills  

 Possess excellent time management skills with ability to coordinate multiple projects 

simultaneously and manage multiple partners 

 Ability to work independently, prioritize, organize, problem solve and exercise sound 

judgment with minimal supervision   



 Proven ability to maintain effective working relationships, with individuals from diverse 

backgrounds including colleagues, supervisors, volunteers, program participants, school 

administrators and community partners 

 Ability to manage confidential information with diplomacy and tact 

 Excellent organizational and follow-up skills 

 Excellent verbal and written communication skills 

 Strong working knowledge of MS Office Suite (Word, Excel, and PowerPoint) and internet 

research techniques.  Prior database management experience preferred. 

 Ability to work non-traditional office hours, as required 

 

Working Conditions/Physical Requirements 

 The work is performed in both office and school settings, with offsite meetings and program 

activities in the Washington Metropolitan area.  Occasional overnight travel may be required.   

 This is position is classified as light work and requires the ability to speak, hear, see, read and 

lift objects up to 10 lbs. frequently and up to 20 lbs. occasionally.  The incumbent must be 

able to stand, sit and walk for extended periods of time, ascend and descend stairs and travel 

frequently between school-based program sites and the YWCA NCA.     

 Requires the ability to obtain and maintain a driver’s license; requires ability to drive a non-

commercial vehicle. 

Equal Employment Opportunity Statement 

The YWCA National Capital Area is an Equal Opportunity Employer.  We seek to recruit, hire and 

retain the most qualified individuals without regard to race, color, religion, national origin, 

citizenship, sex, age, gender, disability, marital or veteran status, personal appearance, sexual 

orientation gender identity or expression or any other characteristic or status protected by 

applicable federal, state or local law.    

It is our intent and desire that equal employment opportunities be provided in employment, 
recruitment, selection, compensation, benefits, promotion and all other terms and conditions of 
employment. 

  
This job description is intended to convey information essential to understand the scope of the position.  It is not 
intended to be an exhaustive list of skills, efforts, duties, or responsibilities associated with this position.  
Management may request that you perform other duties.  An evaluation of your job performance is based on the 
job duties listed, as well as those to be assigned.  Management reserves the right to revise this job description at 
any time. This job description is not a contract for employment and the YWCA/NCA, reserves the right to terminate 
the employment of any person for any reason that does not violate applicable state or federal laws. 

 


