

     

           
Title: 


Project Coordinator
Reports To: 

Shawnee Transformation Youth Coalition Board of Directors
Summary

Responsible for planning, implementing and evaluating activities associated with the Coalition to include providing general oversight for coalition activities and associated projects; grant development, submission, and management; state and national reporting; and technical assistance to local/regional coalitions and partnerships that focus on youth substance use/abuse prevention.  The Coordinator will work to develop and implement strategies that will lead to long-term involvement of community institutions, organizations and individuals in health promotion, assessment, and evaluation activities.
Essential Duties/Responsibilities
· Report to lead agency and Coalition leadership.
· Coordinate and provide day-to-day oversight of activities of Coalition strategic plan.
· Work as team member with lead agency staff/administrators to meet program goals.
· Continually broaden expertise in the area of substance abuse prevention and serve as a resource person
· Represent coalition through professional associations locally, statewide and nationally
· Recruit and maintain a diverse coalition membership with state and national partners
· Develop community-based partnerships to increase influence of coalition activities.
· Attend various community meetings within the neighborhood and throughout the city to promote the mission of the Coalition and its activities.
· Plan, coordinate and facilitate training opportunities for coalition members.

· Direct needs assessment activities; monitor program outcomes; maintain accurate data and files.
· Prepare Monthly Activity Reports.
· Direct the work and activities of coalition administrative support staff.  Supervise and direct the work of volunteers and Shawnee Youth Advocates.

Knowledge/Experience

· Bachelor’s degree in Social Science, Community Planning, or related field.  
· At least 5 years experience working within a nonprofit setting, community health education and/or youth development programs.

· Strong working knowledge of project planning and implementation 

· Demonstrated administrative and leadership ability, initiative and resourcefulness

· Strong working knowledge of broad-based community resources

· Highly proficient with Microsoft Office and general computer skills

· Knowledge of research process

· Excellent written and oral communication skills
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