
 

Programs Director 
 
At The Roundtable, we’re on a mission to inspire leaders to want to be great.  We take a 
community-based approach to leadership development and offer three core programs. Our main 
focus is on our group program and we are carving out a niche as being experts in the area of 
group coaching as a way to develop leaders.  
 
We are looking for a Programs Director to lead new iterations of, and champion, further 
development of the programs which will continue to give us a competitive advantage and 
reputation of excellence in this space.  
 
The role is two days per week and we can be flexible on how that looks to for you. If you are 
interested in a full-time position, please note that in your cover letter. We would be happy to 
have a conversation on how we might use your expertise across other responsibilities in our 
business.  
 
Key Responsibilities: 
 

• Thought leadership on program content 
• Develop new programs and ensure consistency between existing programs 

o Researching and sourcing new topics 
o Working with the Program Advisory team to identify key opportunities 
o Developing program materials for in-person and virtual delivery 
o Working with internal designer to develop online content and materials via our 

LMS platform (Litmos) 
• Coach and develop Roundtable facilitators 

o Interviewing and auditing new facilitators 
o Providing ongoing training and coaching support 
o Ensuring timely communication and feedback 

• Manage internal and external team members in completion of tasks related to programs 
including the identification of talent gaps.  

• Active participant in Roundtable team meetings and events 
• Work with the Founder on strategic priorities for the business overall 
• Live the Roundtable values 
• Stay current and up to date on leadership trends and theories 

 
We are a Results Only Work Environment where we trust our team members to get their jobs 
done where and how they need to. You will have the autonomy to develop and drive the content 
strategy as outlined above but you will not have to do it alone. You will have access to support 
and insights from our team. 
 
Skills 
 

• A demonstrated experience/ passion for people development and training.  
• Ability to leverage creativity and training expertise to design learning experiences that fit 

audience need. 
• Strong interpersonal and motivational skills; ability to work independently and as part of 

a team, and from home.  



 

• Proactive, self-motivated, sound judgment and “get it done” attitude. 
• Excellent oral and written communication and presentation skills. 
• Able to manage multiple priorities and respond to shifting needs 

 
 
Experience comes in many forms, many skills are transferable, and the right attitude goes a 
long way at our organization. If you love leadership coaching and your experience is close to 
matching the above then we would love to hear from you! 
 
Your personal and professional development is important to us. Our company and reputation 
are built on our people. We know that our overall success is a combined effort, and we therefore 
strive to provide opportunities for our employees to learn, grow and thrive. We are leadership 
coaches after all! 
 
About The Roundtable: 
We’re on a mission to inspire leaders to want to be great.  We take a community-based 
approach to leadership development and offer three core programs:  a group coaching program 
called The Roundtable for Leaders, a group mentoring program called the Roundtable Catalyst, 
and a team coaching program.  Our main focus is on our group program and we are carving out 
a niche as being experts in the area of group coaching as a way to develop leaders. 
 
What sets us apart is our focus on delivering concrete results for our clients.  Our company 
operates by a set of simple core values: 

• Dream Big… consider the impossible, possible. 
• Get Shit Done… provide solutions that go the extra mile and make our clients raving 

fans.  Measure, evaluate and improve.  Get the job done, on time and on budget. 
• Make an Impact… give back to the community through time, donation and innovation.  

Look for ways to make a lasting impact. 
• Have Fun… Enjoy the journey.  Never stop learning and growing. We do serious work 

but we don’t have to take it too seriously. 
 
To apply, please send your cover letter and resume to groberts@goroundtable.com with 
“Programs Director” in the subject line.  
 


