
 
POSITION TITLE:  Program Specialist and Assistant to the Executive Director 
RESPONSIBLE TO: Executive Director 
 
POSITION GOALS: Elevate our organizational capacity by supporting every aspect of 

the director’s work plan.  Not limited to administrative tasks 
alone, this position involves program-related activities and both 
internal and external relations.  

 
We build a better Oakland and help neighbors thrive.  Oakland Planning and Development 
Corporation is a nonprofit community development organization serving Pittsburgh's vibrant 
cultural, educational and medical hub since 1980. We provide affordable rental housing, sell 
homes to homeowners, organize and advocate for residents, facilitate planning processes, 
provide workforce development and financial coaching, and help youth succeed in high school 
and beyond. Guided by The Oakland 2025 Master Plan, OPDC’s vision is to make Oakland a 
beautiful, well-designed, sought-after neighborhood, in which a diverse mix of residents and 
visitors flourish. 
 
The Program Specialist reports directly to the Executive Director and will complete program-
related projects, increase fundraising capacity, provide internal and external communications, 
and manage administrative support tasks.  This role is more than an administrative assistant.   

 
Position Responsibilities 
 

• Coordinate executive communications, including calls, emails, and interfacing with staff 
and external parties. 

• Engage donors and funders; research grant opportunities and draft proposal content. 
• Manage the director’s calendar – schedule meetings, prepare materials for upcoming 

meetings, think ahead for research/preparation necessary, allocate necessary time for 
completing preparation. 

• Complete program-related tasks as assigned; project areas will include, but are not 
limited to: community organizing, design/development review, community land trust, 
planning, neighborhood advocacy. 

• Assist with internal operations tasks such as accounting, finance, payroll; assist with 
board governance items such as board packets, committee meetings, best practices, 
recruitment, onboarding. 

• Draft memoranda, transcribe and distribute minutes, develop research reports. 
 



Qualifications 
• Bachelor’s degree with experience in community development and/or nonprofit 

management a plus. 
• Team builder who can work collaboratively with staff colleagues. 
• Have wherewithal to “manage the manager” with the appropriate level of assertiveness 

when required.  
• Ability to deploy tact, diplomacy, discretion, and judgment. 
• Exceptional interpersonal skills; friendly and professional demeanor. 
• Ability to write exceptionally well. 
• Demonstrated ability to solve problems thoughtfully and effectively. 
• Trustworthy and reliable with commitment to uphold a strict level of confidentiality. 
• Proficiency in Microsoft Suite; Google Suite, Adobe, Salesforce a plus. 
• Strong organization, project management, and problem-solving skills with impeccable 

multi-tasking abilities.   
• Willing to work a flexible schedule to attend occasional evening meetings.  
• Enthusiastic, self-motivated, and independent worker. 
• Team player; open to nonprofit environment where each staff member may be called 

upon to do unglamorous work or fill in for another person on occasion. 

Compensation 
Compensation commensurate with experience.  OPDC offers a generous benefit package 
including health insurance, retirement and paid time off.  Job is full-time at 37.5 hours per 
week. 

To Apply 
Send resume and brief cover letter to aboykowycz@opdc.org.  Interviews will be scheduled 
in mid-August; the position will begin in September.   

 


