
 

JOB OPENING AT 826MICHIGAN 
Position: Ypsilanti Program Manager 

Full Time, Exempt 
Location: Washtenaw County 

Target Start Date: September 2017 
 

 
 
About the Organization 
826michigan is a nonprofit organization dedicated to inspiring school-aged students to write 
confidently and skillfully with the help of adult volunteers in their communities. We operate two 
centers in Ann Arbor and Detroit and offer offsite programs in schools and libraries in Ypsilanti, 
Detroit, and Ann Arbor. 
 

826michigan’s work is based on the understanding that strong writing skills are fundamental to 
students’ future success, and that great leaps in learning can be made through one-on-one 
attention. We offer students unique learning opportunities by providing a combination of drop-in 
tutoring, field trips, after-school workshops, in-school programming, and opportunities for 
students to publish their work. 
 

Through the efforts of over 500 active volunteers, 826michigan serves 4,000 students annually. 
Since opening in 2005, we have delivered free youth writing and tutoring programs to over 11,000 
students total.  
 

826michigan is part of 826 National, an award-winning national network of youth writing centers, 
founded by author Dave Eggers (A Heartbreaking Work of Staggering Genius, McSweeney’s). In 
addition to being a leading member of the 826 National network, 826michigan is also a vital part of 
the local community. The Ann Arbor Book Festival honored 826michigan as a “Leader in the 
Literary Arts” in 2012; Crain’s Detroit Business named 826michigan one of its Best-Managed 
Nonprofits in 2013; and 826 National was named in GOOD Magazine’s “30 Places We Want to 
Work.” 
 

826michigan programs are completely free and open to the public, in keeping with our conviction 
that educational enrichment opportunities are vital for all. For more information about our 
programs, please visit www.826michigan.org. 
 
Inclusion Statement 
As an organization committed to encouraging youth in their creative expression, personal growth, 
and academic success, 826 National and its chapters recognize the importance of diversity at all 
levels and in all aspects of our work. In order for us to serve students in a manner that is 
respectful, culturally sensitive, and effective, we must collectively and intentionally invest in 
building a diverse and inclusive organization where all are safe and welcomed. 826michigan 
prohibits discrimination or harassment on the basis of race, religion, ethnicity, age, gender 
identity, sexual orientation, socio-economic status, nationality, marital status, English fluency, 
parental status, citizenship, military service, or disability of any person employed by or seeking 
employment with 826michigan. 826michigan is an equal opportunity employer. 
 

 
  

http://www.826michigan.org/


 

About the Position 
We are seeking an experienced, enthusiastic, and creative Program Manager to support our 
existing writing and tutoring programs in Ypsilanti. With supervision from the Program Director, 
the Program Manager will supervise planning and day-to-day delivery of our Ypsilanti programs, 
with duties including: 

● Manage Ypsilanti tutoring program and drop-in writing at the Ypsilanti District Libraries, 
including program development, volunteer training and communication, partner 
communication, and all related tasks. 

● Work with the In-school Program Manager to serve as on site coordinator for school visits 
and assist with implementation of classroom-based projects at schools throughout 
Ypsilanti and Ann Arbor. 

● Develop lesson plans or other program content as needed. 
● Serve as primary onsite contact for programs. 
● Build relationships with local public school administrators, teachers, and families to 

effectively market the program. 
● Facilitate collaborative partnerships with community organizations when applicable. 
● Supervise program interns, volunteers, and AmeriCorps VISTA members related to 

Ypsilanti programs. 
● Manage volunteer recruitment, training and recognition as relates to your programs. 
● Serve as primary liaison between 826michigan Ypsilanti students and guardians and 

826michigan, especially for individual student matters. 
● Initiate a strong culture of family engagement through regular and effective 

communication with parents and guardians. 
● Track student and other data related to Ypsilanti programs and report it correctly and on 

time to the Education Director. 
● As needed, support organization as a whole through participation in donor meetings, 

appropriate marketing support, and event attendance. 
 

Qualifications 

● A flexible, creative spirit and a demonstrated passion for the mission, vision, and values of 
826michigan 

● At least two years of experience delivering educational programs, ideally in a nonprofit 
setting 

● Knowledge of and passion for the Ypsilanti community, including knowledge of the education 
environment 

● The ability to travel between 826michigan’s primary offices in downtown Ann Arbor and 
program sites in Ypsilanti and Ann Arbor, as well as occasional travel to our Detroit center 

● Demonstrated skill working with students of all ages from diverse backgrounds 

● Strong written and oral communication skills, including experience communicating with a 
variety of audiences 

● Proven organizational and project management skills, including a strong ability to multi-task, 
with a focus on being proactive and results-oriented 

● Bachelor’s degree in education or a related field preferred, may be substituted with 
experience 

● Experience in volunteer coordination, including training and retention preferred 



 

● Proficient Spanish speaker preferred 

● Enthusiasm for writing and an ability to share that with students 

Compensation & Benefits 

● This is a full-time, exempt position working 40 hours per week, with hours approximately 
12pm-8pm Monday-Thursday; 9am to 5pm Friday. Hours are set to accommodate program 
schedules but some flexibility may be possible. 

● The salary range for this position starts at $37,000 annually. Salary offer will be dependent on 
experience. 

● Full-time employees are eligible for medical and dental insurance with 826michigan 
contributing $250 per month to the cost of premiums.  

● It is our policy, when an employee is eligible for benefits, to provide the opportunity to 
purchase benefits for spouses, children, and domestic partners. 

● We provide two weeks of vacation time and one week of sick time per fiscal year (July-June) 
as well as a summer break week in August and limited office hours the last week of December. 

 

HOW TO APPLY 
Please complete our application form, including uploading the following materials, by August 16: 
• Resume 
• Detailed cover letter answering the following questions: 

o What in particular about 826michigan interests you? 
o What special skills do you possess that would help you in this job? 
o Tell us one thing about you that we can’t learn from your resume. 

 

https://826michigan.typeform.com/to/cJBTDK

