OSSE

Job Title: Program Manager
Grade:

CS-12

Salary Range: $77,649 - $99,323

Job Summary:
The Office of the State Superintendent of Education (OSSE) is the State Education Agency for the District of Columbia charged with
raising the quality of education for all DC residents. OSSE is focused on sustaining, accelerating, and deepening the progress being
made for the District’s 90,000+ students. OSSE serves as the District’s liaison to the U.S. Department of Education and works closely
with the District’s 470+ early childhood facilities, 250+ schools, 60+ local education agencies (including DCPS and charter
organizations), and community-based organizations to provide critical programming and resources to our stakeholders.
We are looking for a Program Manager to join the College and Career Readiness team in PCE. The person selected for this position
will serve as a program manager for a number of college and career readiness projects involving agency and community
stakeholders, traditional and nontraditional students and their families, as well as creating and developing reports and briefs in
relationship to this work. This person should enjoy working with students and families and being active with social media campaigns
and in the community – in schools and at community based organizations. This person should also have experience managing large
scale programs (300+ participants), ideally through the lens of education. The incumbent will report directly to the Director of College
and Career Readiness and will work with colleagues throughout the division and agency to support peripheral programming aimed at
supporting the postsecondary needs of District residents.

Duties and Responsibilities:
• Collaborating with local education agencies/school based personnel to provide high quality programming and engaging initiatives
for students that will prepare them for college and/or career
• Managing various social media campaigns related to college going and career exploration, etc.
• Leading and participating in working groups that address system wide challenges and issues and collaborating with said groups to
produce solutions to challenges related to the college and career readiness of middle and high school students and traditional and
nontraditional students
• Planning events including management of logistics such as space/equipment rental, participant and vendor recruitment and
registration, outreach and communications campaigns, and managing volunteers in the virtual and in person environment
• Engaging with the DC community including schools, community based organizations and other government agencies which
includes frequent visits out of the office to engage said stakeholders
• Assisting in the implementation and maintenance of data dashboards, surveys and data evaluation tools
• Working with the internal communications team to develop public resources
• Assisting with the management of grants and programs that serve District residents
• Assisting with the creation and writing of briefs/reports related to the college and career readiness needs of District residents as
needed
• Assisting with the preparation of written materials for public hearings and requests from DC Council as needed

Qualifications and Education
• [Preferred] Possession of a Bachelor’s degree in a relevant field (e.g., education, college/guidance counselling, social work, college
admissions, public policy, public service, nonprofit management) and/or 5+ years of work experience in these areas
• Ability to positively and productively engage with community members, District residents and other stakeholders
• Experience managing programs and their implementation, preferably in the education sector
• Strong project management and organization skills
• Willingness to travel to various offsite local education agencies, schools, colleges and universities, CBOs
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