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Program Administrator

Supporting riders, families, and program teams through responsive communication and
exceptional administration

REPORTS TO POSITION

Chief Operations Officer Full-time, in-office

LOCATION SUPERVISES

Saddle Up! campus, Franklin, Tennessee Assigned interns and Volunteers

Position Summary

The Program Administrator serves as a central point of coordination for Saddle Up!’s programs and provides timely,
accurate, and welcoming support to participants, families, instructors, therapists, volunteers, and staff. This role
manages program inquiries, participant records, registration, assessments, scheduling, session communications, and
essential program documentation. The Program Administrator must balance exceptional customer service with careful
attention to detail, confidentiality, and consistent follow-through in a dynamic farm and program environment.

Essential Duties and Responsibilities

Participant and Family Support

e Field initial program inquiries; explain available programs, eligibility considerations, registration processes, and
financial obligations; gather basic information; and route inquiries to appropriate program staff or therapists for
follow-up.

e Serve as a knowledgeable and welcoming point of contact for current and prospective families, providing accurate
information and responsive customer service.

e Communicate registration deadlines, session schedules, breaks, cancellations, program updates, and other
general information to families in a timely manner.

e Act as a parent or caregiver liaison during participant assessments as needed, review relevant Saddle Up! policies
and procedures, and communicate concerns to the appropriate program leader.

e Maintain confidentiality and handle participant and family information with discretion and professionalism.

Registration, Records, and Scheduling

e Create, track, and process program registrations, ensuring required forms, approvals, and payments or financial-
aid documentation are complete.

e Update and maintain accurate participant and prospective-participant information, records, and paperwork in
Salesforce and other designated systems.

e Schedule assessments for new participants and coordinate assessment details with families, instructors,
therapists, and program staff.

e Assist in developing and filling session schedules; confirm program times with families before each session begins.

o Make approved schedule changes and horse assignments as needed, communicating updates promptly to
affected staff, volunteers, and families.

e Create and update program documents, including registration materials, tack charts, horse charts, participant
lists, schedules, and related reports.

e Maintain accurate data entry, record retention, and filing practices to support program operations, reporting,
safety, and compliance.

Program Operations and Compliance

e Monitor PATH Intl. accreditation standards and assign applicable standards to responsible staff members for
review and documentation.
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Support preparation for PATH Intl. accreditation site visits, including organizing documentation, tracking readiness
items, and assisting staff with follow-up.

Create materials for the SUPER Show, including the program, judge sheets, participant information, and graduate
gifts.

Coordinate with the Volunteer Services team regarding participant and volunteer cancellations and scheduling
changes.

Assist with new horse assessments and related documentation as requested.

Provide administrative and on-site support for fundraisers, special events, and organizational activities as
assigned.

Perform other duties as assigned to support Saddle Up!’s mission and effective program delivery.

Instruction & Lesson Planning

Maintain PATH International certification through membership and continuing education.

Plan, implement, evaluate, and document individual lesson plans for 4 to 8 weekly lessons

Facilitate new participant assessments when scheduled.

Evaluate the ability of each participant and understand his/her disabilities.

Teach safe, effective, enjoyable, progressive, and challenging lessons.

Substitute for other instructors when available.

Serve as a handler in Therapy Service appointments as scheduled and substitute for other instructors when
available.

Communicate regularly with families on their participants’ progress, goals, challenges, etc.

Required Qualifications

Current certification as a PATH Intl. Certified Therapeutic Riding Instructor (CTRI) is required. Candidates still in
the application phase may be considered.

Minimum of 2 years of experience in the equine-assisted services (EAS) industry. Experience at a PATH Intl.
Premier Accredited Center preferred.

Relevant experience in administrative support, program coordination, customer service, registration, scheduling,
or a related role.

Demonstrated ability to use databases and general office software, including Microsoft Office; experience with
Salesforce is strongly preferred.

Ability to confidently use computers, phones, printers, scanners, and other standard office equipment.

High degree of accuracy in data entry, documentation, and record-keeping.

Strong organizational skills, attention to detail, and proficiency in time management, including the ability to
manage multiple deadlines and priorities.

Clear, professional written and verbal communication skills and the ability to work effectively with families,
volunteers, staff, therapists, instructors, and other diverse groups of people.

Flexibility to respond constructively to changing priorities, emerging opportunities, and program needs.
Demonstrated initiative, sound judgment, problem-solving ability, and consistent follow-through.

Ability to work independently while serving as a positive, dependable contributor to the staff team and overall
environment at Saddle Up!.

Commitment to positive communication, teamwork, team building, inclusion, and excellent customer service.

Preferred Qualifications

e Associate’s or bachelor’s degree in business administration, nonprofit management, human services, education,

recreation, or a related field, or an equivalent combination of education and experience.

e Experience working in a nonprofit, healthcare, therapy, education, recreation, equine, or disability-services

environment.

e Experience supporting individuals with disabilities and their families.
e Knowledge of PATH Intl. standards or experience with accreditation and compliance processes.
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Work Environment and Position Expectations

This position works primarily in an office setting located on an active farm and equine-assisted services campus.

e Regular interaction with children and young adults with disabilities, families, volunteers, staff, horses, and farm
operations is expected.

e QOccasional evening or weekend work may be required for program activities, assessments, fundraisers, special

events, or accreditation preparation.

e The employee must be able to perform essential administrative functions with or without reasonable
accommodation.

About Saddle Up!

Saddle Up! provides children and young adults with disabilities the opportunity to grow and develop through
therapeutic, educational, and recreational activities with horses. As a PATH Intl. Premier Accredited Center, Saddle
Up! is committed to safety, inclusion, excellence, and meaningful outcomes for every rider and family we serve.

Equal Opportunity Statement. Saddle Up! is an equal opportunity employer and values a diverse and inclusive workplace.
Employment decisions are made without regard to legally protected characteristics and in accordance with applicable law.
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