
 
 
Job Posting 
Full-Time Position: Programs Manager 

Overview of Perennial: 
A 501(c)3 social enterprise, Perennial is a community workshop and store in St. Louis, MO that 
offers educational programming in creative reuse to diverse populations and sells handmade DIY 
kits and eco-friendly project supplies. Perennial’s mission is to build a creative culture of 
sustainability in which discarded items are transformed into valued and cherished resources.  

Programs 
Since 2011, Perennial has offered accessible educational programs and events in creative reuse to 
diverse populations. Perennial’s programs focus on teaching the St. Louis community and 
surrounding areas DIY skills to reuse materials, reduce waste, and decrease unnecessary 
consumerism. Since 2012, Perennial has partnered with local social service agencies to bring 
creative reuse workshops to women in transition, including homeless women, former prisoners, 
survivors of domestic violence, and victims of sex trafficking. 

Summary: 
The Programs Manager works directly with the Executive Director, Outreach Program Specialist, 
Woodshop Tech, and Contracted Instructors to provide high quality classes, programs, and private 
events in creative reuse year-round. The Programs Manager will coordinate and manage public 
programs, which include each month 30-40 classes, one reMAKE happy hour event, and six 
Community Workshop programs. The Programs Manager will oversee Perennial’s Outreach 
Programs, working closely with the Outreach Program Specialist to bring creative reuse workshops 
to women in transition. This position is also responsible for coordinating private events and 
workshops at Perennial.  Specifically, the Programs Manager will: 
 

• Work closely with staff and contracted instructors to develop three, 4-month long seasons of 
public creative reuse classes in woodworking + upholstery, textiles + paper arts, home + 
garden, and sewing + fashion topics. 

• Maintain regular communication with class participants, instructors, and program partners, 
which include registration updates and class reminders. 

• Work closely with the Outreach Program Specialist to review lesson plans, creative reuse 
projects, and strategize program retention. 

• Manage and input public programs and events into Perennial’s website and partner sites, 
maintaining an up-to-date web presence. 

• Develop upcycled projects and teach monthly reMAKE craft nights with the assistance of a 
contracted teaching artist. 

• Schedule and manage the Woodshop Tech and Contracted Teaching Artists for six 
Community Workshop programs per month. 

• Schedule and teach private events with the assistance of a contracted teaching artist. 



• Manage space rental of Perennial’s shop. 
• Purchase and coordinate preparation of materials for classes and events. 

 

Qualifications: 
Perennial seeks a detail-oriented problem solver with excellent organizational and communication 
skills. Below are an ideal candidate’s qualifications. We strongly encourage anyone interested in 
this position to apply, whether they meet all of these qualifications or just a few. 

Essential: 
• Education or 3+ years of experience in the area of Arts Administration, Education, or Non-

profit Management 
• 2+ years experience teaching arts-based programs 
• Experience with a range of art and craft processes  
• Passion for sustainability and knowledge of waste reduction practices 
• Excellent written and verbal communication skills 
• Proficiency in Excel, Google Drive, Dropbox, iCal and Google Calendar, and Wordpress 
• Self-motivated with a flexible schedule to include days, evenings, and weekends in support of 

programs. 
• Positive personality interested in working in a fun, creative, and non-traditional office 

environment  
• Reliable transportation for events and workshops off-site and supply pick-up 

 
Desired: 
• Proficiency in Indesign and Photoshop 
• Marketing and public relations experience or interest and working knowledge of current 

design trends  
• Use of personal laptop for work-related activities  
 

Work Schedule: 
This is a full time position; 35+ hours per week. Ideally, a candidate would be available: 

• Tuesday - Saturday 
• Flexible hours in the evenings and weekends 

 
Pay:  

• $28,000 starting salary, eligible for raise after three-month review  
• additional monthly stipend for health insurance and cell phone usage 

 

Start Day: August 1, 2017. Position remains open until filled.  
 

To Apply: 
Send cover letter, resume, and list of three references to Jenny Murphy at jenny@perennialstl.org.  
 
 
Application Deadline: Friday, July 7, 2017  



Perennial, Programs Manager | Detailed Job Description 
The Programs Manager is responsible for coordinating Perennial’s public classes and private events 
throughout the year as well as work closely with the Outreach Program Specialist to oversee success 
of Perennial’s Outreach Programs. The Programs Manager works to further Perennial’s mission by 
developing programs and events that successfully engage people in creative reuse and by increasing 
community familiarity and understanding of the organization. 

specific duties related to the ‘ public programs’  aspect of the position: 
• Develop and coordinate three seasons per year of public workshops and classes in order to 

reach program attendance goals, which include developing positive and professional 
relationships with Program Partners, Contracted Teaching Artists, and Staff. 

• Manage Perennial’s website by imputing classes and events as well as keeping an updated record 
of registration for each class. 

• Manage communications with contracted instructors from recruitment of new instructors to 
post-workshop follow up, including lesson plan reviews. 

• Manage relations with workshop participants, communicating important information including 
class reminders, cancelations, etc. 

• Schedule and teach monthly reMAKE craft night events with local partners, including project 
planning, project prep, teaching, and coordinating each event. 

• Schedule and manage Contracted Teaching Artists and the Woodshop Tech for six Community 
Workshop programs per month. 

• Be present during workshops at Perennial to unlock the shop for Contracted Teaching Artists, 
assist as needed during the workshops, and close up the shop when programs are completed.  

specific duties related to the ‘ private events’  aspect of the position: 
• Plan and coordinate private event workshops at Perennial, keeping open communication 

between customers, staff, and contracted teaching assistant. 
• Teach private event workshops and crafting events at Perennial and off-site locations. 
• Manage rental of Perennial’s shop to outside businesses and organizations. 
• Attend community events as a Perennial representative and engage participants in crafting. 

specific duties related to the ‘ outreach programs’  aspect of the position: 
• Review Perennial’s Outreach Program Specialist’s lesson plans and projects for DIY Monthly 

Workshops with women in transition. 
• Manage program prep for DIY Monthly Workshops by seeking assistance from interns and 

volunteers. 
• Work closely with Outreach Program Specialist to reach program attendance goals. 
• Purchase healthy snacks for weekly Outreach Studio program.  

other duties: 
• Purchase and scavenge materials needed for all programs within yearly budget and keep 

workshop organized and inventoried for upcoming classes.  
• Prepare materials for upcoming classes or coordinate volunteers, interns, or staff to prepare 

materials including laundering fabrics, pre-cutting wood, etc.  
• Assist customers visiting the shop by providing them with an overview of Perennial and 

processing transactions. 
• Answer phone calls, check voicemail, and return calls or communicate messages to appropriate 

staff when Administrative Assistant is not available. 
• Shop cleaning tasks shared by all Perennial staff. 


