
 

Philadelphia Youth Network, Inc. 

Job Description 

Job Title: Project Manager, Continuous 

Improvement 

Location: 400 Market Street, Suite 200 

Division: Programs Department:  Program Implementation  

Reports to: Director, Program Implementation Hybrid Position  

Benefits: 

☒ Eligible 

☐ Not Eligible 

Hours: 

☒ Exempt 

☐ Nonexempt 

 

Type of Position: 

☒ Full-time 

☐ Part-time Temporary 

☐ Seasonal 

☐ Intern 

Position Summary 

The Project Manager, Continuous Improvement (PMCI) ensures implementation of PYN’s 

continuous improvement cycle of Assess, Plan, Improve with year-round and summer 

programs. 

To Assess, the PMCI will gather, analyze, and translate quantitative and qualitative data 

from a variety of sources, including for internal and contracted programs, to identify 

training needs, set goals and make plans for implementation.  

Based on data gathered and planning sessions, the PMCI will design and implement high 

quality training and professional development for partners and direct service providers 

connected to year-round and summer programs. Training will focus on, among other things, 

helping service providers embody quality programming as defined by the Weikart Youth 

Program Quality Assessment and our key funders. 

The PMCI will also identify and procure contracts with external training providers to 

support the provider network in a variety of areas, including trauma informed care, 

disability inclusion, financial literacy, and more. 

Essential Functions 

 

Implementation of professional development and one-on-one coaching related to the 

continuous improvement cycle  

• Design, coordinate and conduct professional development sessions and one-on-one 

coaching for year-round and summer programs related to Weikart Continuous 

Improvement Cycle; including YPQA Basics, Internal Assessment, Goal Setting, and 

Weikart Methods trainings. 

• Design, coordinate and conduct monthly Professional Learning Communities for 

year-round programs related to various training areas. 

• Collaborate with external constituent to create system-wide trainings 

• Host professional development on relevant topics for E3, WIOA and TANF such as 

Disability Inclusion, Trauma Informed Care, Self-Care, Media Literacy, and other 

relevant topics. 

 

 



 

Coordination, Planning and Design 

• Lead coordination of professional development provided by external training providers 

to support the provider network, including contracting, preparation meetings and 

administrative support 

• Conduct RFI process to procure facilitators and trainers to meet training needs 

• Coordinate planning and meetings with external trainers and provide administrative 

• Support for professional development sessions conducted by external trainers 

• Collaborate internally to exchange best practices with other PYN staff who work with the 

same (or similar) providers and contribute to a coordinated PD approach 

• Develop and Google Drive, Comprehensive Checklist, and other tools for 

implementation 
• Develop best practices for trainings and technical assistance and support program 

managers with aligning with these best practices. 

• Support programs department with meeting consistency across caseloads and portfolios. 

• Support the effort to produce timely, accurate, and informative Data Snapshots and 

Program Summary Reports, and support creation of Summer Report Cards 

• Coordinate recruitment, interviews, and onboarding of summer staff 

• Read and research emerging trends and practices in Positive Youth Development and 

keep up to date on current PD offerings/events/research in order to provide the most 

current and effective PD to providers. 

• Other duties as needed to support the ongoing implementation of programs. 

 

Fiscal Management 

• Monitor/maintain budgets – Processes transactions, monitors balances, and reconciles 

accounts as it relates to continuous improvement strategy. 

 

Data and Reporting 

• Create and utilize surveys to determine provider interest in PD 

• Analyze quantitative and qualitative data to determine PD needs 

• Conduct site visits with providers to inform PD and capacity building efforts and to 

conduct Weikart quality assessments of programming. 

• Analyze and utilize programmatic data to determine next steps for continuous 

improvement 
• Identify and communicate system-wide trends and gaps in programmatic strategy and 

determine training priorities 

 

Resource Sharing 

• In addition to implementation of the continuous improvement cycle, the PMCI will 

oversee a strategy for sharing resources with the provider network related to events, 

employment and training opportunities for youth, community resources and more.  

• The PM, CI will maintain the Google Drive for relevant programs and other places where 

information is stored and shared.  

 

Education, Experience & Skills Required 

• Bachelor’s Degree is required. Master’s Degree in related field (i.e., education, human 

services, public administration, public policy) preferred 

• Minimum 2 years of project management experience 

• Knowledge of positive youth development, youth workforce development, alternative 

education and/or post-secondary access 



 

• Experience with coaching adults on positive youth development and best practices in 

curriculum development 

• Experience with organizing trainings and professional development 

• Demonstrated experience with developing and facilitating virtual trainings 

• Demonstrated proficiency in facilitation skills and knowledge of best practices in adult 

learning 

• Excellent customer service and problem-solving skills 

• Demonstrated ability to prioritize projects, be flexible, and work effectively with attention 

to detail and a high level of accuracy 

• Demonstrated proficiency in Microsoft Word, Excel, and PowerPoint as well ability to 

integrate a wide range of technology and data management into daily work 

• Detail-oriented with a high level of accuracy 

• Successful completion of background checks (PA State Criminal, PA Department of 

Public Welfare Child Abuse, U.S. Department of Justice National Sex Offender Registry, 

and F.B.I. fingerprinting) 

Interested candidates should send a cover letter and resume to jobopps@pyninc.org. 

Philadelphia Youth Network offers a comprehensive employee health & wellness benefits program and a 

competitive salary range based on work experience, job knowledge, and demonstrated skills and abilities. 

PYN alleviates poverty by preparing young people to succeed in tomorrow’s workforce. PYN coordinates 

partners that connect young people to education and employment experiences, equipping them with the 

skills employers need. As a result, PYN creates a system of services that help young people become 

successful, creating a diverse local talent pipeline. 

At PYN, we are committed to building and sustaining a workforce that values and celebrates diversity, 

equity, and inclusion. This commitment is core to our mission and impact. We know that delivering on that 

commitment requires diverse experience and perspective in our team, our partners, and our programmatic 

services. We believe that when people feel respected and included, innovation thrives, talent grows, and 

our impact deepens. We are committed to those workplace values for our team and for the young people 

we serve. 

PYN is an equal opportunity employer, and we would love to welcome you into our diverse team. 

 

mailto:jobopps@pyninc.org

