
 

Job Description: 

Program Manager 

Rebuilding Together Philadelphia (RTP) is a nonprofit that brings volunteers and communities together to 

provide free home repairs to low-income homeowners. Every year, RTP and 1,000 volunteers repair 125 

homes. Since our founding in 1988, RTP has transformed 1,937 vulnerable houses into safe, healthy, and 

energy-efficient homes. 

The Program Manager will report to the Director of Operations and will be responsible for overseeing two 

Block Build volunteer events each year. The Block Builds take place on a Friday and Saturday and 

provide repairs to 8-12 homes with the support of 100-150 volunteers. Including the Block Build homes, 

the Program Manager will be responsible for conducting home inspections, determining work scopes, and 

hiring contractors to complete repairs in 30-40 homes each year. In addition, the Program Manager will 

manage the implementation of our HUD Older Americans Home Modification Program, which provides 

additional funds to help older Philadelphians age safely in their homes and communities. 

An ideal Program Manager will have a mix of construction and project management experience that 

provides them with the skills necessary to conduct home evaluations, manage home repair projects, and 

complete compliance and reporting requirements for their programs. We estimate that the Program 

Manager will spend 70% of their time in the office managing work scopes, coordinating with community 

partners, scheduling, and tracking work, etc. The remaining 30% of their time will be spent in the field 

conducting home evaluations, meeting with homeowners and contractors, completing final inspections, 

etc. 

RTP embraces diversity and equal opportunity in a serious way. We are committed to building a team that 

represents a variety of backgrounds, perspectives, and skills. No applicant for this job will meet 100% of 

the qualifications or have experience with all the related responsibilities. We encourage everyone to apply 

who feels their professional experience, lived experience, knowledge, and willingness to learn sets them 

up to excel in this position. In particular, RTP knows that people with disabilities, Black people and other 

people of color, women, LGBTQ+ people, and other marginalized or systematically excluded groups face 

greater hurdles to employment. RTP wants to be a part of fixing that problem and encourages candidates 

from these groups to apply and tell us why you’d be a great Program Manager.  

Due to the nature of RTP’s work, which regularly requires staff to enter the homes of seniors and 

immunocompromised individuals, the Program Manager will be required to be fully vaccinated and 

boosted. 

 

PRIMARY RESPONSIBILITIES 

• Conduct home evaluations to identify needed repairs and assess suitability for our Block Build 

Program and Aging-in-Place Program 

• Hire contractors, manage repairs, and inspect all construction work for homes that they are managing. 

• Organize and track all necessary paperwork (work scopes, invoices, receipts, homeowner agreements 

and surveys, etc.) for each house where they are working. 

• Plan and execute two Block Builds each year with the support of the Director of Operations 

• Manage HUD Aging-in-Place Program and coordinate between contractors, Occupational Therapists, 

and other RTP staff with the support of the Program Associate 

• Manage all reporting requirements and grant compliance for each of the programs they are managing 

• Manage and stay within limits of construction budget across their programs. 

• Conduct pre and post surveys to assess the ongoing impact of RTP’s programs. 

• Assist with additional home evaluations each year for other RTP programs and partners as needed. 

 



Core Competencies 

Successful candidates should be able to demonstrate most, but not necessarily all, of these 

competencies and a willingness to grow in areas where they have less experience. 

• Strong communication, planning and organizational skills 

• Strong attention to detail 

• Construction or home repair experience sufficient to conduct home evaluations, identify needed 

repairs, and manage contractors, staff and volunteers who will complete the repairs. 

• Comfort working in an office environment that requires regular use of e-mail, shared calendars, shared 

network drives, and a client database. 

• Proficiency in Microsoft Office Suite (Excel, Word, PowerPoint) 

• Able to work occasional evenings or weekends. 

• Able to work long hours on rebuilding days (several throughout the year). 

• Experienced driver with current license and access to a reliable vehicle that can be used for work-

related travel around Philadelphia. 

 

Other Desired Skills 

Successful candidates may have any of these additional skills or experience that will improve their 

ability to execute the responsibilities of the Program Manager. 

• Prior experience working with volunteers. 

• Prior experience managing contractors or overseeing a construction budget. 

• Prior experience with project management and grant reporting. 

• Prior knowledge or familiarity with safe and healthy housing or building science. 

• Prior knowledge of familiarity with Occupational Therapy or Aging-in-Place programs 

 

SALARY/BENEFITS  

• Starting salary is $52,500 

• Employees receive healthcare, dental, vision, life insurance, short-term disability and retirement 

benefits (with no personal match required). 

• New hires are asked to work on-site at our office at least three days per week for the first six months. 

After that period, alternate remote work policies can be put in place with coordination from your 

supervisor. Our current office is at 4355 Orchard St. but will be moving to the Nicetown 

neighborhood this fall.  

• Flexible hours but must work several weekend days throughout the year. 

• Unlimited paid time off (PTO) with a minimum recommendation of 15 PTO days per year. 

• Commitment to supporting professional development and avenues of growth within the organization 

for all staff.  

 

APPLICATION INSTRUCTIONS & WHAT TO EXPECT IN THE HIRING PROCESS 

1. To apply, please submit a resume and cover letter to balcorn@rebuildingphilly.org with Program 

Manager in the subject line.  

2. Phone interviews will likely begin in late March or early April 

3. All applications will be reviewed individually, and a portion will be selected for a 15-30 minute first-

round phone interview. 

4. Following the first-round interview, the candidate pool will be narrowed, and remaining candidates 

will be invited to an hour long in-person interview with 2-3 staff from RTP. Zoom interviews may be 

conducted for candidates who are not able to make it to the RTP office. 

5. A final candidate will be selected following the in-person interviews and reference checks, and RTP 

will make a formal job offer. 

 

All candidates will receive notification of the status of their application at the end of the interview 

process. Interview questions will be provided ahead of time to ensure all candidates have time to 

prepare. 
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