
 
 

Center for Volunteer & Nonprofit Leadership (CVNL) 

Leadership Programs Manager 

Position Announcement 

October 5, 2017 

 
Status: Exempt, Full-time 
Reports to: CEO 
 
Position Overview 
We are seeking a motivated, enthusiastic, and detail-oriented individual to direct CVNL’s Leadership Programs.  This 
role includes: development and implementation of workshops, trainings, and peer learning groups designed to build 
the skills, knowledge and connections of Bay Area nonprofit leaders; the Emerging Leaders Program; Nonprofit 
Resource Library and Foundation Center Database.  

The Manager will be responsible for developing and managing a budget that includes fee for service revenue as 
well as securing additional resources that support the Leadership Programs, including sponsorships and grants.  

Center for Volunteer & Nonprofit Leadership (CVNL) is dedicated to advancing nonprofits and volunteerism by 
strengthening leadership, encouraging innovation, and empowering individuals in our community. The Leadership 
Programs Manager plays a key role in addressing the needs of Bay Area nonprofit leaders by providing them with 
the tools and training they need to take their impact to the next level.  

 
Responsibilities 

 Plan, schedule, execute, and evaluate all of CVNL’s workshops and training, ensuring they meet or exceed 
budgeted revenue goals and maintain the highest quality. 

 Grow programming and attendance in Napa and Solano counties.  

 Research and secure trainers/presenters to lead program activities. 

 Stay informed on demographics and trends affecting the nonprofit sector and leaders at the local, regional, 
and national level to help inform Leadership Program planning. 

 Manage, implement, facilitate and evaluate the Emerging Leaders Program. 

 Develop and implement the Bay Area Nonprofit Executive Forum and other affinity/peer cohorts as 
determined throughout the Bay Area. 

 Cultivate and maintain strong relationships with the nonprofit community in the Bay Area 

 Design, write and implement marketing and outreach plans for workshops, leadership programs, and peer 
groups, including email, social media, website and print outreach. 

 Identify and manage target lists to support workshop and training outreach; ensure accurate information is 
transferred and updated in CVNL’s CRM. 

 Manage all Leadership program registrations, invoices and other information and ensure business is 
conducted in a timely manner. 

 Track program data, including evaluations, attendance, and revenue.  

 Contribute or create content for inclusion in CVNL newsletters, press releases, news and stories; oversee 
Leadership Program communications to ensure accuracy of information and brand integrity. 

 Oversee Nonprofit Resource Library including print publications; in partnership with the Foundation Center 
schedule and lead or provide leadership for the quarterly fundraising workshops; ensure that CVNL adheres 
to its responsibilities as a Funding Information Network (FIN). 

 Answer “help desk” calls and emails, providing vetted tools and information to nonprofits. 

 Provide support with organization-wide fundraising and community building events as necessary. 
 
Required Qualifications 

 A minimum of 3 years’ experience in a nonprofit setting or equivalent, with proven management skills. 
 Demonstrated passion for and commitment to the nonprofit sector. 
 Highly organized, detail-oriented and self-motivated. 
 Ability to take initiative and juggle multiple priorities simultaneously. 
 Outstanding interpersonal skills. 
 Excellent written communications skills.  Experience with writing marketing materials and grants.   
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 Experience managing and analyzing data. 
 Strong technology skills including knowledge of MS Office (Access, Excel, Outlook), social media tools, and 

program management platforms. 

 Able to travel throughout the Bay Area (automobile and insurance required). 
 
Preferred Qualifications and Qualities 

 Bachelor’s degree. 

 Training, facilitating or teaching experience. 

 Web design experience.  

 Graphic design. 

 Bilingual skills (Spanish). 

 Connections and familiarity with Marin and other Bay Area communities and nonprofits.  
 
Physical Demands 

In addition to basic computer desk work, the employee is required to stand, walk, reach above shoulders, and 
climb or balance. The employee may occasionally lift and/or move up to 20 pounds. 

 
Salary and Benefits 

Salary will be commensurate with experience. This is a full-time position with benefits. 

 

To be considered as an applicant: 

 Email resume and cover letter to: mstoakley@cvnl.org.   

 Please put Leadership Programs Manager in the subject line 

 Attachments must be in .doc of .pdf format; do not include resume in the body of your email 

 Resumes must be submitted with a cover letter 

 No phone calls please 
 

CVNL is an equal opportunity employer and makes employment decisions on the basis of qualifications. The Agency policy 
prohibits unlawful discrimination in any employment decision based on pregnancy, childbirth or related medical conditions, 
race, religious creed, color, national origin or ancestry, physical or mental disability, medical condition, marital status, age, 

sexual orientation or any other basis protected by federal, state or local law or ordinance or regulation. 
 

Submission of your application is not an offer of employment or an employment contract. 
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