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Alliances Management Job Description: Program Manager

Program Manager
Overview: 
Alliances Management is an association management and consulting company with professionals located throughout the United States and satellite offices in Europe and Asia.   

The Program Manager will be part of a larger team that is responsible for managing the Committees and Councils of the Secure Technology Alliance (and its subsidiary, U.S. Payments Forum), an international technology consortium focused on secure payments and other emerging technologies.  This position is a full-time, permanent work-from-home role.
Responsibilities:
The Program Manager will report to the Associate Director and regularly interact with the association’s Executive Director.  S/he will be mostly responsible for the following: 
1. Managing STA/USPF working committees and councils, including meeting management, minutes for all meetings, project progression, SOW drafting, and support for committee Chairs
2. Drafting agendas and other documentation for committee meetings and events
3. Managing STA/USPF events (in conjunction with our events team), supporting both virtual events and an estimated 3-4 face-to-face sessions annually (post-COVID restrictions)
4. Supporting the Associate Director in her duties, including hosting webinars, taking minutes, and project management
5. Supporting the Executive Director as needed, including production of presentations and related
6. Travel to STA/USPF events, estimated at 3-4 domestic trips annually once COVID-related restrictions subside
Qualifications:
The ideal candidate for the Program Manager role should have the following qualifications:

· Degree in business, communications, or related

· A minimum of 3-5 years' experience managing committees, working groups, or distributed teams
· Experience taking minutes and managing projects and programs, preferably in an association environment and with an international audience
· Payments industry (or related) knowledge strongly preferred; familiarity and experience with the Secure Technology Alliance and/or U.S. Payments Forum a bonus

· Familiarity with event planning in a remote environment

· Exceptional written and verbal English

· As this is a permanent work-from-home role, ability to work from a home office
Your Application
Please submit your resume and a detailed cover letter explaining (1) how your experience is a fit for this role and (2) your target/expected compensation.  Email both to hr@am.consulting by 30 April 2021.
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