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Position Description

Role Title: Program Manager, Leadership Development
Reports To: Manager, Leadership Development
Department: Leadership Development
Location: Sydney, NSW (Hybrid – minimum two days in office)
Employment Type: Full time

Role Purpose

As Program Manager of Leadership Development, this role is responsible for managing the end-to-end experience for particpants enrolled onto the Leaders Program and Executive Leaders Program; in the lead up to, during, and post the intake dates. The end-to-end journey includes both back-end and front facing logistics such as participant onboarding, participant management, identifying and organising venue hosts, managing facilitators, identifying and organising guest speakers, and relationship management with other key stakeholders. 

The core purpose of the role is to deliver upon CEW’s mission ‘women leaders empowering all women’ by providing an exceptional participant experience for the Leaders Program and Executive Leaders Program participants. 

You will also assist the Manager, Leadership Development and General Manager, Leadership Development, to innovate and continuously improve the participant journey and program content across the lifecycle.

This is a full-time flexible working position, based in Sydney, within a dynamic, passionate team. Travel will be required to attend Programs as necessary in Perth, Sydney, Brisbane and Melbourne.


Key Responsibilities

You will deliver an outstanding participant experience through the following 4 key role functions: 

Event Management 
The Program Manager, Leadership Development will:
· Work with the Leadership Development team to plan and promote the annual schedule for the Leaders Program and Executive Leaders Program
· Be experienced in providing high quality hands-on coordination in event management and is adept at managing program logistics 
· Travel interstate for face-to-face programs and manage online programs using Zoom/Teams.
· Be agile in incorporating new products and events into their annual operational plan.

Program Management
· Ensure the smooth and consistent delivery of the program for facilitators, guest speakers, and participants, requiring excellent interpersonal and project management skills. 
· Competence and curiosity in working with AI tools to build process excellence and create efficiency are important.  


Budget Management
· Work alongside Manager, Leadership Development in managing the program budget, ensuring that both CEW costs and facilitators and stakeholder expenses align to budget, and for annual budget setting.

Relationship Management and Business Development
· Work collaboratively with CEW staff and members to ensure an informed cohesive environment, that achieves successful delivery of programs in line with CEW’s strategic outcomes.
· Be responsible for relationship building and excellent management of internal and external stakeholders these include: CEW colleagues, members, alumni, participants & organisations 
· Be adept at using a CRM to effectively manage these relationships
· Work closely with General Manager, Member Engagement & Marketing to activate and engage the Connect Community network by sharing on alumni stories and testimonials. 


Performance Measures
1. Support in maintaining exceptional annual NPS (+85-+100) for the Leaders Program and Executive Leaders Program
2. Achieve a consistent average rating for Leaders Program (7.5 -10) for each block
3. Ensure each program operates within the budget perimeters
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