
 
 

 
  

Program Manager - Memphis, TN 
  
About Us  
 
The Greater Memphis area has more than 45,000 young adults, aged 16-24, who are out of 
school and out of work. Nearly half of these young adults are in poverty, and only 1% will be on 
the path to a living wage by the time they are 28. 
 
The young adult population represents the next generation of community, business, and political 
leaders. It is imperative that they are equipped with the skills and supports that they need today 
in order to guide Memphis forward tomorrow. The Collective Blueprint advances a community 
framework that reflects the personal and economic aspirations of the city’s young populace. 
 
The Collective Blueprint was started in 2016 and is the only local organization that is 
specifically tailored to the needs of young adults. We provide relationships, resources, and a 
network of support to help young adults discover and develop their unique talents in order to 
advance their personal and professional objectives. Our Vision is all young adults have the 
power to live their best lives and the tools to make that a reality.  

  
The Collective Blueprint Model  
 
The Collective Blueprint is building the framework to reach economic equity for all young adults 
in the following ways:  

1. Programs: Establish career pathways for young adults that will put them on track toward 
a living wage 

2. Advocacy: Advocate for equitable policies and programs that meet the unique needs of 
young adults 

3. Systemic Change: Bring about systemic change that will enable young adults to identify, 
pursue and achieve their life goals  

  
The Position Overview: 
  
The Collective Blueprint is currently seeking a Program Manager to plan, and lead daily 
operations of the Leaders Program, coach and manage supporting staff, and compile and manage 
data for the program. The ideal candidate will be an innovative and solutions-driven individual 
with extensive experience working with and supporting young adults, teaching or facilitation, 
managing others in a team environment, and have an established understanding of the challenges 
facing young people in Memphis. This position will work closely with and report to the Vice-
President of Programs, as the VP is responsible for overall high-level strategy and vision setting 
for the Leaders Program 
 
 
 



 
 

 
Leaders Program Overview: 
 
Our goal is to reach 80% or higher completion of the Leaders program. The program includes 
the following three phases:  
 
Intensive: During the Intensive, which lasts ten weeks, Leaders are in sessions with the program 
team five days a week. These sessions range from team building activities, to school visits, to 
soft skills training and include resume writing, interview skills, professional dress, etc. The 
Program manager is tasked with building initial and strong relationships with Leaders, managing 
the day to day logistics and operations, supporting the instructors as well as planning and 
teaching some lessons, tracking attendance and overall progress against organizational goals, and 
managing and coaching program staff. 
 
Certification: During the certification phase, Leaders are attending certification programs at 
various schools. While they are no longer meeting with the program team on a daily basis, in 
addition to going to school, Leaders attend monthly workshops and community dinners, as well 
as meet with their Career Success Coach twice per month. The Program Manager is responsible 
for ensuring all Leaders matriculate and attend their certification programs regularly, 
troubleshooting with the coaching team and instructor to develop supplemental academic 
enrichment, supporting the Instructor in developing and facilitating workshops, and supporting 
the fellows in developing and executing the community dinners.  
 
Employment: During the employment phase, Leaders are applying to full-time positions, 
preparing for interviews, and/or beginning to work in their industry. They are also still attending 
monthly workshops and dinners. The Program Manager is responsible for coordinating efforts 
with the Employment Coach to prepare Leaders for job opportunities, as well as continuing to 
support the workshops and community dinners.  
 
Responsibilities: 
 
Program Management: 

● Manage daily operations of the yearlong Leaders Program 
● Build strong relationships with Leaders  
● Serve as first responder to Leader’s grievances and concerns, while enforcing The 

Collective Blueprint’s policies 
● Establish annual recruitment goals and recruitment strategies with the Vice-President of 

Programs 
● Think strategically to recommend and implement program improvements and innovations 
● Oversee planning and execution of program events with assistance from the Vice 

President of Programs 
● Ensure that the The Collective Blueprint’s core values are entrenched in all program 

activities 
 



 
 

 
Instruction / Teaching:  

● Plan and/or revise the Intensive scope and sequence and curriculum as needed 
● Work with the instructor to develop and/or revise lesson plans for the Intensive sessions 

and workshops 
● Facilitate lessons during the Intensive or workshops as needed  
● Create an effective, safe, and loving learning environment. 
● Use teaching methods designed for a variety of learning styles.  
● Adjust instruction technique, based on the strengths and needs of individuals 

 
Staff Management: 

● Supervise Instructors, Fellows, and Interns through weekly check-ins, regular training, 
and formal evaluations. 

● Assist in hiring, onboarding, and training of supportive staff. 
● Ensure The Collective Blueprint’s values and policies are entrenched in the day-to-day 

activities and actions of Program team. 
 
Data Management & Program Evaluation: 

● Monitor program successes and challenges based on predetermined metrics and work 
with the Vice-President of Programs to make adjustments or troubleshoot challenges as 
needed 

● Monitor Salesforce tracking, attendance, and weekly progress against organizational 
goals 

● Other duties as assigned 
 
Qualifications:  

● Commitment to The Collective Blueprint’s mission and vision 
● Bachelor’s degree with high academic success  
● 10+ years of work experience in education (or related field), managing staff, and working 

with young adults. 
● Demonstrated experience in teaching/facilitating in small and large groups 
● Willingness to work collaboratively in a small team setting 
● Strong, intuitive communicator who is comfortable presenting to, and engaging with, 

young adults. 
● High energy and positive attitude, ability to work in a fast-paced environment; shows 

passion about The Collective Blueprint’s mission. 
● Experienced in building, establishing, and maintaining effective relationships with young 

adults to help them understand and communicate their true value 
● Excellent organizational and data collection skills 
● Demonstrated ability to carry out multiple tasks and meet deadlines 
● Willingness to occasionally work outside of the Mon-Fri, 9-5 structure when project 

deadlines or events require it 
 
 



 
 

 
The Collective Blueprint is proud to be an equal opportunity employer. We are committed to 
supporting and encouraging diversity in the workplace. We welcome our employees’ differences 
regardless of race, color, creed, religion, gender, national origin, sexual orientation, marital 
status, age, gender identity, disability or veteran status. 
  
Benefits: 
This is an outstanding opportunity for a highly motivated professional to assume a pivotal role in 
the evolution of a fast-growing organization. We are seeking an individual of outstanding 
quality, with a proven track record and a passion for young adults. The Collective Blueprint is 
prepared to offer an attractive compensation package, including a competitive base salary as well 
as health, 401(k), and vacation benefits. 
 
To Apply:  
If you are interested in applying, please submit your resume and cover letter to 
info@thememphiscollective.org. In your cover letter, let us know why you are interested in The 
Collective Blueprint and specifically how you think you can contribute to the organization. 
Applications will be reviewed on a rolling basis.  


