
 
  

Program Manager 
For a Non-Profit Focused on Children’s Emotional and Physical Health 

 
CYCLE Kids is a national non-profit founded in 2004 with the mission of strengthening the 
emotional and physical health of underserved children.  Kids are by inspired to lead active and 
healthy lifestyle, using the fun and practical skill of riding a bike. CYCLE Kids provides schools 
with a well-developed curriculum that teaches children about bicycling and nutrition.  The program 
helps kids build confidence and social skills, find strong support systems in communities, develop 
healthy nutrition habits, and learn a lifelong skill that can keep them active every day.   
 
Summary 
We are looking for an experienced Program Manager to provide operational oversight of CYCLE 
Kids programs nationwide.  The ideal candidate will be able to work with teachers in diverse 
schools and communities across the country to support the implementation of new and existing 
CYCLE Kids programs.  This individual will work closely with the Executive Director to recruit new 
schools and will maintain a high level of communication with both the schools and their 
communities.  This individual must be well organized, flexible, have outstanding communication 
and writing skills, and be extremely detail-oriented. 
 
About the Position 
This position is based in our New York City office, reporting to the CYCLE Kids Executive Director.  
The ideal candidate will be interested in working with a growing organization and will be able to 
grow with the position.  Experience with managing interns and staff, as well as vendors and 
partners, is desirable. 
 
Essential Duties and Responsibilities 
 

1. Program Management:  Responsible for the planning, evaluation, organization, and overall 
coordination of the CYCLE Kids programs.  To include, but not limited to the following: 

 
• Research and recruit schools and communities to purchase the CYCLE Kids program. 
• Assist in grant writing to help fund existing programs and new programs. 
• Develop and maintain relationships with school administrators and teachers; this 

includes contacting program teachers to learn about best practices we can share with 
our schools, how we can better support them, gather success stories we can publish, 
and provide guidance and support as needed.  

• Develop quarterly and annual reports for funders, CYCLE Kids board members, and 
schools that illustrate the impact of the CYCLE Kids school programs (statistics, 
evaluation, etc.).  Ensure that appropriate standards, performance measures, 
evaluation, and assessment mechanisms are used to effectively measure the impact 
of the work. 

• Work with diverse communities across the country to implement new programs, this 
includes coordinating the setting up of the program, providing training, writing press 
release announcements, collecting stories about the first year of implementation, 
staying in close contact with the school and teacher to ensure a successful first year; 
act as the primary point of contact for the school. 

• Work with the Executive Director to identify new school partners and follow-up on 
inquires received for programs. 

• Recruit and manage staff and interns as needed to support program initiatives.  



 
2. Program Communication 

 
• Create and distribute a monthly teacher newsletter. 
• Contribute content to social media sites: Facebook, Twitter, Instagram, and LinkedIn. 

 
3. Represent CYCLE Kids and the CYCLE Kids program in the community 

 
• Establish and maintain relationships with community leaders, funding bodies, 

government agencies, service providers, collaborative partners, and others in the 
community. 

• Plan and staff opportunities for outreach. 
• Integrate the CYCLE Kids mission, vision, and values into the fabric of services 

delivered. 
• Ensure the provision of quality services to clients through establishment, monitoring, 

and commitment to best practices and professional standards. 
 
Qualifications 
 

• Bachelor’s degree required. 
• Exceptional verbal and written communication skills. 
• Ability to work independently. 
• Excellent teamwork skills – the ability to collaborate and work well with others. 
• Willingness to perform administrative tasks with enthusiasm and high attention to detail. 
• Effective organizational, time management, and multi-tasking skills. 
• Proficiency in MS Office and Salesforce. 

 
Please submit a cover letter, writing samples, and a CV or resume to info@cyclekids.org.  No 
phone calls please.  Applications without a cover letter will not be considered. 
 
*Note: Applicants must be comfortable with a dog in the office every day. 


