
 
 
Director of Community Programs Job Description 

 
 
Basic Function 
 
To develop, coordinate, direct, and evaluate community programs and activities 
conducted by the Vermont Humanities Council in support of both its goal of 
encouraging all Vermonters to engage with the world of idea, and in pursuit of its 
mission to help make Vermont a state “in which every individual reads, participates and 
public affairs, and continues to learn throughout life.”  To oversee the Council’s 
programs for the general public, with the exception of First Wednesdays, but also 
including Literature and Medicine and Veterans Book Groups. To supervise the 
Community Programs Assistant in accomplishing the objectives of the Council’s 
community programs, which are to contribute to richer lives, stronger communities, 
and a more humane society. 
 
Characteristic Duties and Responsibilities 
 
In collaboration with the Executive Director, Council staff, the Board and its 
committees, and volunteers, develop and administer a wide range of Council 
community programs and special projects, including the Fall Conference, Speakers 
Bureau, Reading and Discussion, Vermont Reads, Literature and Medicine, Ideas on Tap, 
Veterans Book Groups, Reading Frederick Douglass, and the grants program. Duties 
include developing and overseeing implementation of program budgets; planning, 
overseeing, implementing, and assessing special projects conducted or sponsored by 
the Council; long-range program planning in support of the Council’s strategic plan; and, 
with the development office and the Executive Director, writing grant proposals and 
reports to grantors.  
 
Specifically, these responsibilities include: 
 
• Effecting and monitoring the administration of all community programs and 

activities to ensure compliance with timetables and budgets as well as with the 
Council’s mission. 
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• Evaluating programs to ensure quality and effectiveness and implementing changes 
in program design and administration as appropriate.  

 
• Interacting with a broad range of individuals and organizations, working to build and 

maintain collaboration and partnerships with other organizations and entities.  
 

• Developing the overall strategy and focus of VHC’s grant program, including any 
special grant program. Designing grant proposal guidelines and deadlines, and 
providing advice and assistance to people preparing grant applications, and counsel 
and explanations to those whose proposals have been turned down. 

 
• Working with the Executive Director, Community Programs Assistant, and others to 

assess existing Reading and Discussion series offerings, develop new series for both 
the general and specialized audiences, particularly ones using short, public domain 
texts; books that participants can readily acquire themselves; or texts available in e-
book formats.  

 
• Overseeing the Speakers’ Bureau, identifying potential speakers, monitoring the 

program budget, organizing periodic auditions for new speakers and programs, and 
ensuring program excellence and broad outreach. Updating and revising the 
Speakers Bureau catalogue as appropriate.  
 

• Planning, running, and evaluating the Council’s annual fall conference. Working with 
the Executive Director and others to identify and refine the conference’s topic, 
create a budget and timeline, design the conference schedule, identify and engage 
presenters, and select readings.  
 

• Supervising the Community Programs Assistant in the day-to-day administration of 
the Reading and Discussion, Speakers Bureau, and Grants programs, and the Fall 
Conference.  

 
• Working closely with all other Council staff to ensure that the public programs are 

well publicized and well supported. 
 
• Working closely with other Council staff, the Board, and Board Program Committee 

to provide leadership, focus, and support in the area of community programs 
development and assessment. Assisting, with Community Programs Assistant, in the 
planning and scheduling Board Program Committee meetings and attending and 
staffing those meetings. 

 
• Participating in the writing of grant proposals and reports to grantors in conjunction 

with the development office and the Executive Director. 
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Supervision, Reporting and Job Description 
 
The Director of Community Programs reports to the Executive Director, who is 
responsible for on-going and annual performance review consistent with the Council’s 
personnel policy. The Executive Director may change, reorganize, or augment the job 
description of the Director of Community Programs as he or she deems appropriate. 
 
The Director of Community Programs supervises the Community Programs Coordinator 
and is responsible for on-going and annual performance review consistent with the 
Council’s personnel policy. 
 
Qualifications 
 
Bachelor’s degree required; relevant experience in program management; advanced 
degree in the humanities or a combination of education and work experience providing 
comparable knowledge and skills desirable. 
 
Strong abilities in planning and running programs. Strong abilities in organization, 
supervision, administration, and budget management. Must be able to work both 
collaboratively and independently.  
 
Excellent writing skills and oral skills required; experience in grant proposal writing 
desirable. 
 
Ability to represent the Council effectively to a broad range of individuals and 
organizations.  
 
Demonstrated interest in the humanities and commitment to the Council’s work and 
mission. 
 


