
PROGRAMS AND EVENTS MANAGER
The Programs and Events Manager oversees, executes, and ensures the ongoing excellence of DESIGNxRI's
events and programming. As a young and agile nonprofit organization working in the design, creative and
innovation sectors, DESIGNxRI is positioning itself for the next growth stage in 2023, our 10th anniversary. The
manager works closely with the Executive Director. The Program Manager will engage DESIGNxRI's community
of designers and partners, develop and execute our events and programs, and help grow this dynamic sector
through programmatic investment. The manager is responsible for overseeing the program associate and
program contractor staff.

The pay range for this position is 55k-60k per year plus health, vision and dental  insurance (covered at different
percentages), professional development stipends, three weeks PTO, five sick days and a hybrid work
environment.

ABOUT YOU:
● You're excited to produce high-impact events and programs.
● You love engaging others in your work and succeed in optimizing their participation.
● You have a knack for business and entrepreneurship; you can relate to the needs of our creative and

design business community.
● You stay on the pulse with the creative, design, and innovation industry locally and globally; watching

trends inspires your work and helps you bring fresh ideas to the table.
● You stay organized and excel in highly strategic thinking and detail-oriented execution.
● Clear communication is second nature to you; you identify as a people person.
● You thrive in work environments where you self-manage; you work well with short timelines.
● You feel excited when digging through quantitative and qualitative data. You can see where the data

tells a story about a program's impact.
● You can create a sustainable workflow for yourself and support others in fast-paced environments.
● You are comfortable with pivots and shifts in a work environment.
● You're a high-functioning individual with a growth mindset.
● You have an interest in and appreciation for design.
● You have experience working within a nonprofit organization.

ABOUT US:
● We're a small team and often wear many hats, making for a dynamic environment where self-starters

thrive.
● We value clear and direct communication and a collaborative spirit.
● We work quickly and resourcefully to make impactful programs and events happen in Rhode Island.
● We value the personal growth of each individual, contractor, and intern.
● Diversity, Equity, and Inclusion are non-negotiable and are critical to our growth as an organization. We

especially welcome POC, women, and non-binary applicants to apply.
● We have a flexible, hybrid work environment. We prioritize results over clocked time.
● We work hard at what we do, but we also trust you to take care of yourself first.
● A growth mindset is more important to us than experience. Don't think you're qualified but are excited

about the opportunity? Please apply!
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RESPONSIBILITIES (including but not limited to):
● Oversee, manage and execute all organization programs, including events, workforce development,

and business development programs.
● Work to promote, recruit, and continuously communicate about the programs and events; engage a

wide audience and participation network.
● Cultivate an active environment of support around programs and events; engage, nurture and lead the

team needed to make these programs a success (including DxRI staff, board, interns, committee
members, partners, etc).

● Create and manage multifaceted plans and direct all activities; ensure consistent and effective
administration, communications, and workflow.

● Recruit and manage speakers, partners, mentors, instructors, and others participating in the program or
event.

● Build in evaluation metrics; analyze and generate reports to communicate programs and events'
impact and growth opportunities.

● Work with other staff and committees to draft budgets for events and oversee spending; as
appropriate, work with event committees to plan design week and our 10th-anniversary celebration.

● Work dynamically with the new systems (including neon database, airtable project management, and
google platform) to develop sustainable infrastructure of programs and events.

● When needed and appropriate, jump in to support other team members' work goals; contribute to a
collaborative team environment.

● Collaborate with our Marketing Manager on marketing timelines
● Work with Programs Associate on grant administration
● Manage staff, including the Programs Associate and Programs consultant. Occasionally work with

outside consultants as needed.

This is a full-time, at-will, salaried position that reports to the Executive Director. Being located in or near Rhode
Island is required for this position. DxRI cannot offer relocation stipends.

Interested individuals should submit a cover letter and resume to operations@designxri.com.

DESIGNxRI is a nonprofit economic development organization that creates opportunities for Rhode Island
creatives, designers, design businesses, and the design sector to thrive. We believe design is critical to all
aspects of our lives.

Founded in 2013, DxRI is an agile and growing nonprofit. We were built on a foundation of collaboration and
work with strategic partners throughout the state to position design and create an economic, workforce, and
community development opportunities. Through our programs, we work to catalyze creative and design
business growth, advance design skills, and market RI's design assets. Our goal is to expand opportunities in
design and creative fields, utilize the expertise of seasoned design professionals, and promote the immense
design and creative talent in Rhode Island.

What Your First 6 Months Will Look Like
Adapting to a new organization and team takes time. We strive to support you with a thoughtful
onboarding experience and mutually accommodate our ways of doing things to incorporate your
strengths and approaches with our existing and evolving systems.

Your first week will involve scheduled orientation, introductory meetings, and tasks from 9-3 pm with a
scheduled lunch with a team member. You will meet all team members, get oriented with our
organization, and get hands-on practice with our systems and tools. Over the next 30, 60, and 90
days, you will work collaboratively to complete your work in partnership with leadership with regular
check-in meetings to reflect, review, and plan. Following the 90-day introductory period, you will
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gradually become more independent with your role. You will document processes as you go,
building the systems which will later guide your work. By the end of the six months, you will have
co-created the outcomes and measures by which your performance will be measured. You will be
consistently delivering high-quality work on deadline. You will have transitioned to completing your
work independently.

The Hiring Process
By January 25, 2023 (end of the day), submit the following items by emailing the requested materials
to operations@designxri.com with "Job Application- Programs and Events Manager" as the subject
line:
Tell us about you in your cover letter. Consider these questions when answering:

● What's your motivation for applying to this role?
● How have your skills and experiences prepared you to help us manage our programs?
● What values guide you in your work and life?
● How do you think design can make life better for people in Rhode Island and beyond?
● A resume that shows your relevant education, training, and experience.
● Please describe if you have any time you may not be available within the planned weeks for

interviews.
We will review submissions and send out notifications and invitations for interviews by early February.
We will invite up to three applicants to participate in an interview. Finalists will be asked to provide 2-3
references.

Applicants will be ranked by their application materials' skills, knowledge, and attributes.

The first round of interviews will be held virtually in mid-February. We will offer early morning,
Lunchtime, and early evening options with the Programs and Operations Managers. The final
interview will be with the Executive Director and a staff member. The first interview will be an hour or
less, including 15 minutes for you to ask us questions.

● We will make an offer to a successful candidate near the middle to end of the month in
February.

● Upon receiving an acceptance, we will notify all unsuccessful applicants of our decision.
● We will move forward with paperwork with a target start date of between February 22- March

1, 2023.
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