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International Program Manager
Job Description

1. Program Support for Country Committees

A. Assist country committee volunteers with communications, meeting schedules and maintaining committee files
B. Assist volunteers in shaping new program proposals and implementing final programs (see below) 
C. Serve as liaison between Committee Chair, volunteers, Board members and Executive Director
D. Periodically review program expenses with accountant, in coordination with Executive Director 

E. Collect Country Committee reports to present to the Board of Directors on a regular basis
F. Assist country committee volunteers in identifying outside funding sources, in coordination with Executive Director
2. Program Management for Incoming Visitors

A. Take principal responsibility for managing programs that bring international visitors to Iowa, including those directed by partner organizations.
B. Work with volunteers on overall coordination of visits, including:

· Logistical planning

· Identifying home host families when needed

· Developing the final program schedule

· Obtaining necessary forms, information and documentation

· Overseeing financial accountability

C. Maintain liaison, in partnership with the Executive Director and Country Committee Chair, with partners in Iowa and in the Sister State

3. Administrative Coordination

A. Maintain and update ISS database
B. Assist the Executive Director in the coordination of fundraising campaigns and provide donation information as requested
C. Handle routine correspondence and office management
D. Serve as a resource to the public about ISS
4. Supervision of ISS Interns

A. Lead outreach to find internship candidates

B. Assist in interviewing and selecting interns
C. Conduct orientation for interns
D. Develop assignments for interns and supervise their performance
E. Evaluate their performance at the conclusion of their internship
(continued on back)

Salary:
$48,000
Application requirements:

Due to the current situation, please send cover letter and resume to  info@iowasisterstates.org or to:
 





Monty Freeman






Iowa Sister States






15488 128th Ave





Indianola, Iowa






50125
All application materials must be received by May 15, 2020.
If you have any questions, please direct them to:  info@iowasisterstates.org.

Last updated 12.29.2014 by K. Heidemann
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