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POSITION DESCRIPTION

	Title
	Sustainability Program Manager

	Department
	Office of Sustainability

	Supervisor
	Director of Sustainability

	Salary Grade
	07

	FLSA (Exempt / Non-exempt)
	Exempt

	Date Created/Updated
	6/22/16


Position Summary 

The Program Manager position of the Office of Sustainability will direct the following sustainability initiatives: the residential Green Advisors, their campus-wide compost system, and their role in New Student Orientation; the Green Advocates for staff & faculty offices; the campus CSA pick-up and two campus vegetable gardens; community education and event planning for the annual UN climate conference delegation; and donation site logistics in student residence halls for Trash2Treasure.
In conjunction with the Director of Sustainability, the Program Manager will also assist with supervision of the Climate Action Senior Fellow staff member who is responsible for implementation of Swarthmore’s the Carbon Charge. The Program Manager will be the primary organizer for the Annual Sustainability Summit and other sustainability events; assist with the President’s Sustainability Research Fellowship program and serve as staff mentor to specific undergraduate student fellows; staff the Sustainability Committee; speak at regional and national sustainability conferences; and strengthen ties between the College and community environmental groups. 
The Program Manager will also continue to explore new initiatives to advance the College’s sustainability goals. Example tasks might include implementing a standardized waste bin system to include compost in all buildings; creating a behavior change research study to reduce individuals’ water & energy use; overseeing the creation of live building energy data visualizations; increasing on-campus food production and other strategies to move the campus toward zero waste sent to the Chester incinerator; and launching a campaign to reduce the quantity of items that students bring to their dorm rooms. 
Qualified candidates must possess a Bachelor’s degree and have 2 or more years of relevant work experience. They must demonstrate interest in social and environmental sustainability, change management, and evidence-based design through previous work, volunteer experience, and/or academic study. Excellent skills in verbal and written communications, data compilation and analysis, and organization are also required.
Essential Responsibilities 

(See description above)

· Provide project management, research, and general support for on campus sustainability activities.
· Direct the Green Advisors Program, the Green Advocates Program, the CSA pick-up and vegetable gardens, and other Office of Sustainability programs.

· Assist the Director in supervising the Climate Action Senior Fellowship, the President’s Sustainability Research Fellowship, the Sustainability Committee, and regular Office of Sustainability events. 

· Advance the College’s 2035 carbon neutrality goal and other sustainability educational & behavioral targets.
Additional Responsibilities 

· Assist in the general management of the Office of Sustainability and take on new projects as identified in conjunction with the Director.
· Other duties as assigned.

· Coordinate with faculty in the Environmental Studies program to support on campus and community-based learning opportunities in courses.

Core Competency    

Commitment to Swarthmore Values
Collaboration / Team Orientation
Adaptability / Flexibility
Job Skills and Functional Knowledge
Supervisory Responsibilities   

· Direct the Green Advisors Program by managing the hiring, residential placement, training, and weekly supervision of these student peer leaders.
· Assist in the supervision of the Climate Action Senior Fellow by overseeing this year-long staff person’s day-to-day tasks.
Qualifications
Required

· Bachelor’s degree
· 2 or more years of relevant work experience
· Demonstrated interest in environmental or social sustainability, change management, and evidence-based design through previous work, volunteer experience, and/or academic experience.
· Excellent verbal and written communication, data compilation and analysis, and organizational skills
Preferred

· Advanced degree in relevant field strongly preferred.
Physical Demands

Must be able to remain in a stationary position 50% of the time, occasionally moves equipment or boxes weighing up to 40 pounds across campus for various activity needs.
Working Conditions/Environment

Will need to participate in frequent weekend or evening events, meetings, or other activities.
Department Approval ( See Notes Below) 
Human Resources Approval: 

          Manager Signature

 Date

Human Resource Signature
 Date
Disclaimer: 

Note an electronic approval from the manager on email of the final position description can serve as proxy for an actual signature. 

Please do not alter the format (font, headings, etc.) of this document. 

