
 

 

 Job Description 
 PROGRAM MANAGER 

 
December 22, 2021 
Position: Program Manager 
Location: Baltimore, Maryland 
Start Date: February 2021 
Applications will be reviewed on a rolling basis beginning in January 2021 
 
Position Details: 
$45,000 - 55,000 starting salary, depending on experience 
Benefits include health, dental, and a retirement savings option. The Foundation also offers a flexible 
work schedule, generous holiday and vacation allowance, and promotes learning and professional 
development opportunities. While the COVID-19 pandemic is active, the Foundation operates with 
flexible remote working. 
 
About the Foundation: 
Founded 30 years ago, the Robert W. Deutsch Foundation invests in innovative people, programs, and 
ideas that improve the quality of life in Baltimore and beyond. The Foundation’s grantmaking focuses 
primarily in the areas of digital equity, community development, and arts and culture. 
www.rwdfoundation.org 
 
Position Summary: 
The Foundation seeks a Program Manager to be an integral part of the Programs team, working across 
all of the Foundation’s priority funding areas. Reporting to the Program Officer, the Program Manager 
will guide and support grantmaking and programmatic activities in the areas of digital equity, 
community development, and arts and culture. Essential responsibilities and tasks for this position 
include: 

● Supporting the Programs team to ensure that all grants, contracts, and major initiatives operate 
in a smooth and efficient manner 

● Providing systems management for grantmaking and relational databases 
● Managing communications and meetings, including Program team agenda development and 

project management 
● Maintaining files, documents, and shared communications systems 
● Developing, maintaining, and managing annual grantmaking calendar 
● Conducting oversight on grants and contracts to ensure complete proposals and accurate 

materials 
● Participating in grant application and proposal reviews 
● Preparing grantee and contractor summaries, materials, templates 
● Managing grant agreement letters and coordinating through to signing 
● Contributing to design, development, and management of organizational systems, including 

Filemaker Pro database, grants system, online organizational tools (ex. Google Apps, Slack, Box, 
shared drives, scheduling tools, and others, as needed)  

Examples of specific duties include: 
 

● Lead the annual lifecycle of the Rubys Artist Grant program 
● Manage an emerging digital equity leadership initiative 
● Plan and support 6-8 program events/webinars/workshops for applicants and grantees per year 
● Develop a thematic series of social media posts 
● Represent the Foundation at various meetings, events, and conferences 

http://www.rwdfoundation.org/


 
Required Experience, Knowledge, Skills, and Ability 

● Bachelor’s degree and 3-5 years experience in project or program management and 
administration, or an equivalent combination of learned and professional experience 

● Experience working with a range of individuals in nonprofit organizations, foundations, and/or 
private sectors 

● Demonstrated organizational skills, and the ability to manage multiple tasks simultaneously 
while meeting deadlines 

● Experience managing a collection of independent projects 
● Excellent written and verbal communications skills 
● Knowledge and use of technology and varying digital platforms 
● Commitment to Foundation’s mission, core values, and unique position in the field 
● Demonstrated experience working effectively as part of a team and with colleagues of diverse 

backgrounds and perspectives 
● Proven self-starter and organizer 
● Excellent oral presentation, writing, and interpersonal skills 

Candidate Profile: 
We welcome applications from a diverse pool of candidates with experience in any area that 
complements the mission and values of the Foundation. Previous experience in philanthropy is not 
required. We appreciate applicants who will bring their unique perspective of the Baltimore region – the 
people, communities, and organizations that are making change in the city. 
 
How to Apply:  
Review the Foundation’s website (http://rwdfoundation.org) to learn about our mission and gain an 
overview of our grantmaking practice. If you feel this position may be a match, please prepare a cover 
letter (one-page maximum) discussing why you are interested in the role and your potential fit with the 
Foundation.  
 
Email the cover letter and a resume to hiring@rwdfoundation.org. Please put “Your Name – Program 
Manager application” in the subject line.  
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