
 
 
Director of Program Operations (DPO) Job Description 

 
 
Summary:  The Director of Program Operations is a crucial member of the leadership team who 
supports and embodies the mission, vision and core values of White Pine Programs.  Reporting 
to the Executive Director (ED), the DPO will be responsible for all aspects of program 
operations, planning and delivery.  This includes team management, staff development, 
program delivery, location management, administrative oversight and management of programs 
and new program development.  This is an exciting opportunity for a candidate looking to grow 
professionally or for someone looking to bring their expertise to a successful nature program 
transforming into a bright future.  
 
Qualifications: 

- An outgoing, creative & caring personality with a strong desire to grow professionally and 
personally 

- Minimum 2 years managing people 
- Physical capacity to handle rigorous hiking, overnights and carrying heavy packs 
- Previous experience in the field of nature connection, environmental education or outdoor 

education 
- Excellent interpersonal & intrapersonal skills, with the ability to fearlessly communicate with youth 

& adult program participants, parents, staff and community 
- Strong organizational and communication skills 
- Computer literacy including: productive internet research, survey design, Google Docs, Social 

Media and basic MS Office Suite 
- Actively certified in Wilderness First Aid & CPR (or willingness to become certified) 
- Valid Driver’s license, clean driving record and reliable transportation for travel as part of regular 

work. 
 
Preferred Experience & Certifications: 

- Bachelor’s degree, related field or teaching certificate a plus 
- Experience facilitating 8 Shields Mentoring model 
- Registered Maine Guide 
- Experience in field program design, marketing & evaluation  
- Minimum 5 years experience as a nature-connection mentor working outdoors 
- High level of naturalist skills (e.g. Master Naturalist Certification, Kamana Program Graduate, 

etc.) 
- Capacity, ability & willingness to repair & maintain program gear with 
- Positive history of mentoring & building long term relationship with students, program participants, 

parents & staff 



- Experience with Activeworks Camp & Class manager and Raiser’s Edge programs a plus 
 
 
Compensation & Role Balance 

 
- Full time, salaried. Starting at $40,000, commensurate with experience. 

- Position includes occasional nights, early mornings, weekends, overnights and being on 
call during program days and overnights run by other staff. 

- Work will be split between the office and field, approximately 80/20 with some seasonal 
variability. 

 
Benefits Include: 

- Flexible schedule with opportunities for telecommuting 
- Dental 
- Paid professional development 
- Caring, respectful & appreciative work environment 
- Program discounts of up to 50%, including children 
- 1 Week of paid time off 

 
Position Responsibilities  
 
Program Quality 

- Oversees Program Managers and ensure that: 
- They are prepared to run safe, fun and effective programs with the program staff 
- They have planning and debrief practices that include documentation for improvement 

- Provides ongoing, direct and clear feedback with Program Managers and Executive Director 
- Hires appropriately to ensure all programs are staffed with quality personnel 

 
Program Creation, Facilitation & Evaluation 

- Manages program site logistics and relationships 
- Oversees infrastructure development 
- Manages stewardship of property 
- Organizes ordering of supplies, gear 
- Facilitates necessary permitting 

- Contributes to and encourages proposing, creating, growing and evaluating programs 
- Ensures that Program Managers are facilitating and building programs utilizing the 8 Shields 

curriculum; teaches and guides those new to this model 
- Holds responsibility for quality control of programs 
- Seasonal evaluation of programs using established metrics and practices, and tracks program 

interest/feedback from the community, program participants and families 
- Creates/develops and staffs custom programs/training as they arise, with cost estimates & 

staffing requirements 
- Ongoing communication with Executive Director, fellow leadership team and staff 

 
Management, Training & Hiring 

- Hires, manages and terminates staff for all program needs 
- Follows regular schedule of staff evaluation and feedback  



- Directly supervises team of Program Managers and program operations manager 
- Mentors instructors, interns and other staff in deepening their conscious competence while 

working with participants 
- As part of the leadership team, collaborates with Assistant Programs Director in creation and 

execution of training of program staff in leadership, identified skills and 8 Shields curriculum to 
uphold program quality and professional development 

- Practices conscious leadership & role modeling with field and office staff 
- Provides ongoing, regular and emergency field support, as well as direct feedback & proactive 

guidance to Program Managers 
- Attends regular leadership, staff and board meetings (as requested) 

 
Safety & Risk 

- Ensures all field staff understand, practice & uphold WPP safety protocols at all times 
- Communicates health risks or special needs for program participants and creates plans with 

families and staff 
- Manages job hazard analysis and risk management protocols 
- Creates, maintains and updates all emergency procedures 
- Holds responsibility to be the ultimate emergency response person 
- Oversees transportation where needed and bus maintenance records/needs 

 
Marketing & Stewardship 

- Works with admin staff to create relevant, informative and accurate content for enrollment 
marketing  

- Works with fundraising team and ED to identify ways to drive revenue through community 
programs 

- Manages community visit day 
- Communicates and engages in donor relations in support of white pine 

 
 
Conduct 
How we do what we do at White Pine is just as, if not more important, as what we do. It’s critical that 
candidates understand what we expect in all of our staff.  The list below is a good start, but to learn more, 
click here. 
 

- Service minded attitude 
- Professional presentation 
- Commitment to personal/professional growth 
- Mentoring with heart 
- Integrity & maturity 
- Embodying wildness 
- Provide clear feedback 
- Creative, risk taking collaborator 

 
 
 
 

https://whitepineprograms.org/about/join-our-team/

