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Virginia’s Innovative Nuclear (VIN) Hub
 POSITION DESCRIPTION
Program Manager
Reports to: VIN Hub Executive Director


Position Summary
The Program Manager is responsible for the day-to-day implementation, coordination, and oversight of the Virginia Nuclear Innovation Hub Accelerator, a multi-year initiative funded through the Virginia Power Innovation Fund (VPIP). The role manages all aspects of the statewide small grants program, predictive workforce modeling tool development and implementation, and nuclear energy supply chain assessment described in the Hub Accelerator project work plan. This position ensures timely execution of project deliverables, strong stakeholder engagement, compliance with grant requirements, and high-quality reporting to state partners.
The Program Manager plays a critical role in advancing Virginia’s “Virginia is Nuclear” strategic plan by supporting research, workforce pipeline development, supply chain expansion, and innovation throughout the Commonwealth.

Key Responsibilities
1. Small Grants Program Development & Administration (Primary Function)
· Lead the design, launch, and administration of VIN Hub’s competitive statewide small grants program.
· Develop and publish RFPs, eligibility criteria, application guidance, and FAQs.
· Coordinate marketing and outreach campaigns to K–12 schools, community colleges, universities, workforce organizations, economic development offices, and nonprofit partners across Virginia.
· Establish and manage a transparent review and scoring process, including facilitation of external review panels.
· Oversee full grant lifecycle: application intake, award communication, contracting, fund disbursement, technical assistance, compliance tracking, and closeout.
· Develop and implement data collection systems to support logic-model-based evaluation of project outcomes.
· Produce annual and final impact reports summarizing statewide outcomes.
2. Project Management & Compliance
· Maintain project timelines, work plans, and milestone tracking across all components of the VPIP-funded project.
· Ensure adherence to grant requirements, including reporting, cost-share tracking, allowable expenditures, and records management.
· Prepare quarterly and annual progress reports for the Virginia Department of Energy and VIN Hub leadership.
· Coordinate internal and external communications, including presentations, briefings, and project documentation.
3. Stakeholder Engagement & Outreach
· Build and maintain strong relationships with Virginia universities, community colleges, K–12 systems, economic development agencies, workforce boards, local governments, and industry partners.
· Represent VIN Hub at meetings, conferences, site visits, and committees related to nuclear energy workforce development and supply chain initiatives.
· Serve as the primary point of contact for grantees, contractors, and community partners.
4. Predictive Workforce Modeling Tool Coordination (Secondary Function) 
· Serve as primary project manager for contractor(s) developing the predictive workforce modeling tool.
· Support RFP development, vendor selection, contract oversight, scheduling, and deliverable review.
· Coordinate stakeholder engagement related to data requirements, scenario modeling, and usability testing.
· Ensure integration of workforce modeling outputs with state workforce agencies, education partners, and VIN Hub planning activities.
5. Supply Chain Assessment Oversight (Secondary Function) 
· Manage contracted consultant(s) conducting Virginia’s nuclear energy supply chain assessment.
· Support literature reviews, survey/interview processes, industry outreach, and data collection.
· Facilitate collaboration with Virginia Economic Development Partnership (VEDP) and industry partners.
· Review and synthesize findings for incorporation into grantmaking strategies and statewide reports.
· Coordinate publication of final supply chain assessment and regional recommendations.
6. Administrative & Organizational Support
· Support VIN Hub’s mission and strategic goals through collaborative planning with leadership and board members.
· Assist with proposal development and identification of leveraged funding opportunities as relevant.
· Contribute to long-term sustainability planning for VIN Hub programs.
Required Qualifications
· Bachelor's degree (or equivalent) in business administration, project management, workforce development, economic development or a related field. PMP, PgMP, or other relevant certifications are a plus.
· Minimum 5 years of experience managing programs or projects in a complex, multi-stakeholder environment.
· Demonstrated experience administering grants or similar funding programs.
· Strong project management skills, including scheduling, budgeting, and reporting.
· Excellent written and verbal communication skills, including public presentations.
· Ability to analyze data, synthesize technical information, and produce professional reports.
· Comfort working with universities, government agencies, industry partners, and nonprofit organizations.
· Ability to travel statewide (approximately 15–25%).
Preferred Qualifications
· Familiarity with or experience in nuclear energy, advanced manufacturing, STEM education, or related technical sectors.
· Experience in workforce development, economic development, or higher education partnerships.
· Experience managing consultants, developing RFPs, or overseeing contracted deliverables.
· Knowledge of state or federal grant compliance requirements.
· Prior experience with logic models, program evaluation, or outcomes tracking.
Key Competencies
· Strategic project management
· Technical literacy and ability to interpret complex data
· Working knowledge of project planning tools such as Microsoft Project
· Relationship building and stakeholder coordination
· Strong organizational and administrative skills
· High attention to detail and accountability
· Ability to manage multiple priorities in a fast-paced environment
· Commitment to the advancement of Virginia’s nuclear ecosystem
Salary & Benefits
Competitive salary aligned with experience and nonprofit/technical sector benchmarks. This position is grant-funded for a 3-year term with strong potential for continuation based on program growth and funding.
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