
 
   

Program Manager 

 
Terms of employment: 1 year full-time Contract 
Location of work: Kingston Ontario  
Salary: Commensurate with experience 

For a complete job description, please see below.  

To Apply: 

Applications will be accepted by email only until midnight on Friday, April 23, 2021. Apply by email to 
hiring@lovingspoonful.org. Please submit your resume and cover letter. The cover letter must be one 
page only, and answer the following question: How will your knowledge, skills and experience help 
Loving Spoonful achieve its vision?  

Loving Spoonful strives to create an inclusive workplace that promotes and values diversity and the 
dignity of every individual. We work to recruit team members that reflect our community and 
encourage applications from underrepresented and/or barriered persons. If you require accommodation 
in the recruitment process, please contact us at mel@lovingspoonful.org 

Position Summary 

Reporting to the Executive Director, the Program Manager is responsible for the oversight and 
delivery of Loving Spoonful’s Community Programs.  The Program Manager continually develops the 
organization’s role in increasing direct access to healthy food, and fostering inclusion.   

Loving Spoonful’s community programs are continually evolving, based on community needs, 
program outcomes and available funding. Currently these programs focus on Fresh Food Access, 
Urban Agriculture, Community Kitchens and School Programming relative to The GROW Project.  
A thorough understanding of Loving Spoonful’s strategic goals, excellent communication skills and 
discretion with confidential information are required for the role 

Working at Loving Spoonful 

Loving Spoonful is a close-knit, dynamic organization that prides itself on being able to respond when 
needed and drive impact.  Office hours are typically Monday to Friday, 8:30 am to 4:30 pm, but this 
position requires varied hours of work to carry out the duties assigned.  For example, you may be 
required to work outside of regular business hours, which includes, but is not limited to evenings, 
nights, weekends and holidays from time to time. Flexibility is key.   



 
This position is multifaceted and involves being comfortable working with a team of staff in the 
Loving Spoonful office, and may also include hands on participation in programs working with 
volunteers in the community.  The ability to work in a changing environment is essential.  The Program 
Manager is responsible for helping to foster effective work plans for the staff team to ensure delivery 
of programming that meets or exceeds expectations of the organization, stakeholders and the 
community. Knowledge of the charitable, non-profit and business community within Kingston and 
the surrounding area is considered an asset. 

Essential Duties and Responsibilities include: 

 Oversight and management of community programs including but not limited to, program 
development and delivery, program assessment and all associated reporting to partners, 
funders and the Executive Director; 

 Assist Executive Director in seeking out new funding streams for programs in order to sustain 
program delivery;  

 Relationship management including the recognition of funders, program partners and 
volunteers;  

 Lead the team of employees and volunteers, developing clear work plans; 
 Managing multiple programs, ensuring program timelines are met; 
 Monitor program budgets, ensuring that programming expenses are within both the 

organizational budget and grant parameters when funding is grant related; 
 Responsible for program deliverables and administration, including but not limited to: 

volunteer engagement, program promotion, reporting, receipting, evaluation, tracking and 
recognition; program assessment; collection and distribution of program photos, stories and 
feedback; grant reporting; board reports;  

 Developing program plans with the resources available: program plans must be able to be 
implemented within the human and financial resources of the organization; 

 Stay informed about the implications of changing regulations, policies and the possibilities of 
new approaches to food access; 

 Build relationships with community leaders, public officials, media, business leaders and 
consumer groups; 

 Assist programming staff in preparing program reports for Loving Spoonful, associated grants 
and associated contracts;  

 
Talent Management 
 
• Responsible for working with a team of employees and volunteers to achieve the goals of each 

community program 
• Developing the team through coaching, frequent feedback and collaboration 
• Provide regular feedback to employees and volunteers 
• Recruitment, hiring, discipline and terminations in conjunction with the Executive Director 
• Responsible for ensuring that each program event, including but not limited to workshops, 

seminars or events, is appropriately staffed 



 
• Ensure program volunteers are provided with orientation and on-going support  
• Ensure frequent communications with volunteers to create a positive experience for both 

volunteer and the organization 
• Other duties as assigned 
 
 
 
Job Requirements: 
 
Experience  
• Minimum 3 years of experience in a program coordination role with evidence of increasing 

responsibilities 
• Experience working in a paid/volunteer capacity in the non-profit sector  
• Experience in overseeing the safe handling and delivery of fresh food 
• Some experience working with vulnerable populations preferred 
 
Education 
• Education in a relevant field or equivalent experience 
• Safe Food Handling certified (current, or willing to obtain) 
 
Competencies 
• Ability to manage multiple simultaneous projects 
• Demonstrated ability to adapt to changes in priorities 
• Strong time management skills  
• A well-defined sense of diplomacy, including solid negotiation, conflict resolution, and people 

management skills 
• High level of integrity, confidentially, and accountability 
• Able to effectively communicate both verbally and in writing 
• Thorough understanding of the Kingston Area food system, food access, fresh food safety 

and food delivery 
• Advanced knowledge of safe food handling and safety practices 
• Capability to develop and maintain positive relationships and working partnerships 
• Computer skills including Microsoft Office, Google Drive, Dropbox 
• Ability to work independently and under guidance  
 
Other Requirements  
• Some flexibility to accommodate some evening and weekend work  
• Ability to transport event materials and run errands as required  
• Preference may be given to applicants with a valid driver’s license and vehicle 
 

 
 

 



 
 
 
 
Disclaimer: 
Because of the changing nature of work and work to be done, this job description is not designed to 
cover or contain a comprehensive listing of activities, duties or responsibilities required of the 
incumbent.  The incumbent may be asked to perform other duties as required. 
 
 

 

 


