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JOB DESCRIPTION

TITLE:


HOME DELIVERED MEALS PROGRAM MANAGER
HOURS:

30 HOURS PER WEEK - NON-EXEMPT POSITION
SUPERVISOR:
DIRECTOR OF OPERATIONS
SUMMARY STATEMENT OF POSITION:
The Program Manager for Home Delivered Meals plays a vital leadership role in the daily administration, strategic oversight, and continuous improvement of Meals on Wheels' Home Delivered Meals (HDM) program. This individual ensures smooth coordination across departments, including volunteer management, logistics, social work, and client intake, while maintaining compliance with regulatory standards and supporting the organization’s mission to reduce food insecurity and isolation among older adults.

The Program Manager is responsible for tracking program performance, implementing operational policies, and guiding staff to deliver services effectively, efficiently, and compassionately.

SUPERVISORY RESPONSIBILITIES: 

Supervision of the Volunteer Coordinator, Logistics Coordinator, Caseworkers, and Intake Coordinator. 
REGULAR TASKS:

· Oversee the day-to-day operations of the Home Delivered Meals program to ensure timely and accurate meal delivery.

· Supervise, lead and support a multidisciplinary team to maintain high service standards and promote team collaboration across the agency.

· Monitor and ensure the accuracy of route assignments and updates for HDM clients.

· Coordinate with the Volunteer Coordinator to ensure volunteer recruitment, route scheduling, and retention processes are well-managed.

· Ensure all departmental policies and practices are consistently implemented and updated as needed.

· Oversee data entry and system integrity within SERV Tracker and ensure all required information is entered in a timely and accurate manner.

· Track and analyze program metrics, including intake-to-conversion rates, service outputs, client surveys, and referrals.

· Prepare required reports and maintain data for NYSOFA (New York State Office for the Aging) compliance and internal performance monitoring.

· Serve as a key liaison between the HDM team and the Director of Operations.

· Support the development and execution of new and existing grant-funded initiatives related to the program.

· Perform additional administrative and operational tasks as assigned.

EXPERIENCE AND SKILLS REQUIRED:

· Strong leadership skills with the ability to motivate and encourage others.
· Self-motivated, creative, and flexible
· Solid organizational skills with attention to detail, accuracy, and follow-through in an independent, responsible manner

· Ability to perform tasks without direct and constant supervision

· Excellent written and verbal communication, and computer skills
· Proficient with Microsoft Office Suite and Google
PREFERRED QUALIFICATIONS:
· Experience in leading staff

· Sharp organizational skills

· Solution-oriented mindset

· Attention to detail
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