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Project Manager 
Job Description 

 
Title: Project Manager    Type: Part-time – 25 hours/week 
Location: Vermont    Length: June 2020 – August 2022 

(possibly beyond) 
        
ORGANIZATIONAL BACKGROUND 
MENTOR Vermont is a statewide non-profit organization that provides funding, 
resources, and support to youth mentoring programs in Vermont so they can meet 
the needs of young people in their communities. 
 
PROJECT BACKGROUND 
The Vermont Mentoring Project (the Project) is a $1.25 million Office of Juvenile 
Justice Delinquency and Prevention grant-funded initiative managed by the Vermont 
Department of Family Services (DCF) and subgranted to MENTOR Vermont. The 
Project’s target population is rural youth (ages 6 to 17) with Adverse Childhood 
Experiences (ACES) and other known risk factors for substance abuse, including 
poverty. Within this target group, the Project will prioritize youth affected by opioids.   

MENTOR Vermont will make subgrantee grant awards through an RFP process in 
September 2020 to select highly qualified agencies. These will deliver mentoring 
programming to underserved rural communities in four regions of Vermont, the 
Northeast, Northwest, Southeast, and Southwest, which includes nine counties: 
Bennington, Caledonia, Essex, Orleans, Franklin, Grand Isle, Rutland, Windham, and 
Windsor. Collectively, these subgrantee agencies will provide evidence-informed 
mentoring services to more than 200 youth from the Project’s target group over 
three years with at least 200 active adult-to-youth mentor matches at the end of the 
Project. 

Given the onset of the COVID-19 pandemic, MENTOR Vermont and DCF worked to 
adjust part of this grant to help provide immediate support for mentoring programs 
during the pandemic. MENTOR Vermont and DCF received approval from OJJDP to 
create a temporary grant period (June 1 – September 30, 2020) to provide grant 
funding to support mentoring programs in these four regions of the state to provide 
the match support to existing adult-to-youth mentor matches and build 
organizational capacity and develop programmatic improvements to ensure 
programs cannot only maintain the number of mentor matches during this time of 
upheaval but are poised to expand their programs once social distancing guidelines 
are lifted and in-person mentoring can resume.  

SCOPE OF RESPONSIBLITIES 
The Project Manager will oversee the implementation, reporting, and ongoing project 
needs of the Project. The Project Manager will provide ongoing support to funded 
mentoring agencies to support their successful delivery of mentoring program 
services as agreed upon through a competitive RFP process. In order to address the 
changing landscape of the pandemic, the Project Manager will need to be prepared 
to work creatively with grantees to find new ways to deliver their programming. 
 
SPECIFIC RESPONSIBILITIES 

• Project Lead 
o Serves as the lead on all aspects of the Project. 
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o Main point of contact for DCF and all Project-funded agencies.  
o Attend yearly National Mentoring Summit and OJJDP grantee 

conference (likely virtual) with Executive Director. 

• Project Implementation 
o Assists the Executive Director in reviewing mentoring agency proposals 

for the project and creating MOUs with selected agencies. 
o Collaborates with the Communications Director to implement the 

Project’s yearly mentor recruitment campaign. 

• Project Goals and Reporting 
o Ensures on a continuous basis that all project goals and deliverables are 

on track over the course of the project. 
o Develops and oversees quarterly reporting from Project-funded 

agencies and provides reports to DCF. 

• Project Financials 
o Oversees financial reporting of the project for MENTOR Vermont. 
o Assists funded agencies in their financial management of Project funds 

and reimbursement from DCF.  

• Mentoring Program Support 
o Works with MENTOR Vermont staff to support Project-funded agencies 

through hands-on support and developing program resources and 
systems.  

o Responsible for all aspects of twice-yearly training and peer learning 
gatherings of staff from Project-funded agencies. 

o Support Project-funded agencies in delivery of post-match mentor 
trainings, full group match activities, and family engagement events 
with the current reality of limitation with in-person interactions.  

o Provides additional support to Project-funded agencies as requested 
and needed.  

 
COMMITMENT TO DIVERSITY 
MENTOR Vermont is an Equal Opportunity Employer and encourages candidates of 
all backgrounds to apply. MENTOR Vermont is committed to fostering an 
environment of diversity and inclusion for all. We embrace our differences and 
celebrate our common humanity in advancing awareness of the need for an 
transformative power of supportive relationships for our young people. We believe 
that varied perspectives, experiences, and opinions are central assets in our mission 
to close the mentoring gap. As we seek to build the most complementary team when 
it comes to skill, perspective, and experience, we strongly encourage candidates 
from underrepresented communities to apply. 
 
A SUCCESSFUL EMPLOYEE WILL POSSESS 

• Interpersonal and team building skills  
• Ability to collaborate with diverse customers, stakeholders, and partners  

• Strategic thinking, planning, and project/ process/systems management skills  
• Excellent verbal/written communication skills  
• Ability to lead complex, multi-component projects to successful outcomes  
• Ability to negotiate and influence effectively in high impact situations with 

stakeholders at all levels  
• Ability to effectively motivate, develop and manage the work of others in a 

dynamic, complex and fast-paced work environment  
• A driver’s license   
• Access to high-speed internet  
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• A strong belief in the positive impacts of mentoring 
 
COMPENSATION 

• Base Salary: $25/hour 

• Reimbursements for work-related travel (may be limited due to the pandemic) 

• The opportunity to be part of shaping the mentoring movement in Vermont! 
 
 
 
 


