
 
 

   
 

 
Position Description   
 
Position Title: Director of Programs 
Organization: Learning Help Centers of Charlotte (LHCC)   
Facility Location: St. Andrews United Methodist Church, Charlotte NC 
Reports To: Executive Director (ED) 
Type: Full-time, Exempt   
 
About Learning Help Centers of Charlotte 
 
Learning Help Centers of Charlotte (LHCC) has been dedicated to serving at-risk immigrant and 
refugee families since 2012. As a Christian-centered 501(c)(3) non-profit organization, LHCC 
aims to break generational poverty by providing scholastic, spiritual, and social support to 
students and their families. Our comprehensive approach includes homework assistance 
programs, enrichment activities, summer camps, family stabilization services, and initiatives 
such as the "Kinship Kitchen" project, which supports both parents and children in need. Our 
ministry focuses on predominantly Hispanic families in the Charlotte community. 
 
To learn more about LHCC, please visit https://www.lhcclt.org. 
 
The Opportunity 
 
In our 11th year of operation, LHCC is expanding its team to include a Director of Programs and 
Volunteer Management to lead and enhance our impactful programs and services. 
 
As we celebrate the success of LHCC's ministry, we are seeking an experienced professional to 
join us in developing empowered families. The Director will play a pivotal role in achieving 
spiritual, scholastic, financial, and social health, and vitality for the 60 to 70 students and 
families we serve. 
 
The Role 
 
The inaugural Director of Programs will support the mission by providing overall management of 
all programs, program volunteers and partners, and program evaluation. The overarching goal 
of this position is to provide quality programs/services by leading and supporting afterschool 
programs, summer camp enrichment, family enrichment, community events, and family 
stabilization efforts.  
 
Reporting to the Executive Director, the Director of Programs will help formulate an annual plan 
to achieve the organization’s mission, strategy, annual goals, and objectives as related to 
programming and volunteers. The Director will promote the LHCC mission and values to 
program participants, volunteers, and partners. 
 
Responsibilities 
 



 
 

   
 

Leadership & Management: Collaborate and execute ministry plans in consultation with the 
Executive Director. 

• Actively engage children and families to participate in LHCC activities and programs. 
• Contribute to organizational efforts to build partnerships with community organizations to 

support programming and volunteer initiatives. 
• Cultivate and manage an active volunteer program, ensuring ongoing programmatic 

excellence. 
• Supervise, manage, and coach program staff (currently two part-time employees), lead 

biannual performance review process.  
• Provide regular updates to ED and board of directors. 
• Oversee daily operations of LHCC programs, consistent monitoring and evaluation, 

general program operations, and implement improvements to increase impact. 
• Plan and oversee quarterly community events and other special events. 

Marketing and Communications: Oversees and implements marketing and outreach efforts to 
expand community awareness and engagement. 

• Maintain website content (update board profiles, post fundraising campaigns, etc.)  
• Prepare and deliver monthly newsletter email blasts to supporters and volunteers.  
• Post social media entries on the LHCC website, Facebook, Instagram, Twitter and 

Linked-In  
• Contribute to the LHCC blog post by preparing and publishing articles about the ministry, 

telling stories and testimonies about the impact of the LHCC.  
  
Fundraising: Supports the Executive Director in fundraising and recognition efforts. 

• Support the Executive Director with fundraising e.g., Giving Tuesday, and annual 
fundraising events, including the recognition of individual and corporate donors.  

• Leverage personal and church networks to attract volunteer and donor supporters, to 
assist in building a revenue stream to fund the ministry’s operating budget expenses.  

• Send donor appeals and thank-you notes to donors.   
 
Programming and Communication: Works with the Executive Director, Board of Directors, 
and staff to ensure that the mission is fulfilled through programs, strategic planning, and 
community outreach. 
 

• Plan, execute, and oversee all activities related to after-school programs, summer camp 
enrichment, family enrichment, community events, and family stabilization efforts. 

• Provide day-to-day oversight of activities and participants. 
• Maintain an inviting, safe, and orderly environment. 
• Maintain clear and consistent communication with program team, volunteers, 

participants, and partners. 
• Ensure effective systems for tracking progress and evaluating program components. 
• Collaborate with the team for accurate online program marketing and promotion. 
• Network with community partners to promote LHCC programs and services. 
• In coordination with program staff, develop a curriculum that incorporates student 

interest, academic support and ensures successful implementation. 
• Assist in the delivery of spiritual components to our families and children. 



 
 

   
 

• Organize excursions with established LHCC partners. 
• Manage program supplies and equipment, arrange transportation as needed, monitor 

student behavior maintain student participation and attendance. 
• Organize program requests and receipts, team timesheet and attendance data reports. 
• Respond to inquiries from prospective participants, volunteers, and community partners. 
• Implement programming per LHCC initiatives and program structure. 
• Conduct regular program staff meetings, prepare agenda and materials in advance.  
• Recruit summer interns from volunteer pool, area high schools and colleges; collaborate 

on letters of recommendation for interns and volunteers. 
• Coordinate any transportation needs for program participants. 

 
Volunteers: Oversee the management of volunteers including recruitment, utilization, and 
recognition. 

• Oversee new volunteer recruiting and onboarding, including background checks and 
identifying volunteer needs. 

• Prepare volunteer instructions and weekly or ad-hoc written correspondence.  
• Review and maintain volunteer schedules, providing timely and consistent 

communication. 
• Maintain an annual calendar of events for volunteers. 
• Implement a volunteer recognition program annually. 
• Ensure tracking and reporting for volunteer involvement using Planning Center software. 

 
Qualifications & Competencies 
 
The ideal candidate will have: 

• A commitment to LHCC’s mission to provide scholastic, spiritual, and social support to 
equip and empower our underserved neighbors. 

• A commitment to working with underserved children and their families.  
• Be proficient in English/Spanish to support our ministry's focus on predominantly 

Hispanic families. 
• Hold a bachelor’s degree in education, social work, or related field. 
• Possess three or more years of nonprofit experience in program management and 

volunteer management, ideally in education, youth development, or human services. 
Teaching experience a plus. 

• Experience in managing multifaceted programs and data-driven program evaluation and 
achieving strategic objectives. 

• Have experience supervising and leading small staff teams. 
• Demonstrated team leadership, coaching, and relationship-management experience. 
• Excellent leadership, program management and communication skills.  
• Past success in cultivating new relationships and strengthening existing ones. 
• Ability to engage a wide range of stakeholders and cultures. 
• Strong written and verbal communication skills  
• Demonstrate sensitivity and confidentiality, ability to respond to critical family incidents 

with swift and mindful action. 
• Work cooperatively and collaboratively with program participants, staff, board, and 

volunteers 



 
 

   
 

• Proficient with Google Suite, and Microsoft office, attendance tracking and 
communication tools (i.e., Remind app, WhatsApp), and volunteer management 
software. 

• A valid driver’s license is required to transport families and collect donated items. 
• Ability to be on-site Tuesdays and Thursdays from approximately 4:00 pm-7:00 pm, and 

during several CMS teacher workdays. 
• Ability to attend in-person and virtual team meetings. 
• Availability to work occasionally on evenings or weekends for field trips and special 

community events.  
 

 
Compensation and Benefits 
 

• Full-time exempt position with a base salary range offered between $58,000-65,000. 
• Opportunity for an annual performance-based bonus at the discretion of the board of 

directors. 
• Benefits include 15 days of PTO and 7 paid holidays. 

 
A flexible work schedule for after-school programming accommodates both onsite and remote 
work, offering a balanced approach to meet the needs of employees and the organization. This 
schedule typically involves a combination of fixed onsite hours and flexible remote hours, 
fostering a conducive environment for productivity and work-life balance. 
 
To Apply 
 
LHCC is an equal opportunity employer and candidates of diverse backgrounds are encouraged 
to apply. 
 
Please email applications to recruiting@lhcclt.org. Applications must include a compelling cover 
letter and resume to be considered for the role. Please also indicate where you learned of the 
opportunity. 
 
Please note that only those candidates invited for screening will be contacted. No phone calls 
please. 
         


