

Job Description: DFC Project Coordinator
General Summary

This position’s responsibilities, under general supervision, are to help organize and maintain the community substance abuse prevention coalition; provide assistance to the community coalition; to help guide the continuous development and implementation of a community substance abuse prevention plan; and provide liaison between the community and evaluators. 

Essential Functions

· Communicate five-year strategic plan and work plans to community stakeholders

· Help recruit the participation of additional community participants to the community coalition.  Develop and implement plans for involving ethnically and linguistically diverse communities and underserved populations in the coalition and the prevention project. 
· Provide staff support to the community coalition; coordinate regular meetings to ensure implementation on the strategic plans and work plans.

· Work with individual coalition member organizations to help them align and integrate their work with the goals and strategies of the coalition and SPF-focused work.

· Report to the community coalition on progress toward the goals and objectives of the strategic plan and work plans.

Other Functions

· Performs related duties consistent with the scope and intent of the position.

Reporting Relationships

Reports to Project Director; works collaboratively with coalition and community partners.

Minimum Qualifications/Required Skills and Attributes

· B.A. Degree in Education, Health Education, Communications, Social Sciences, or closely related field;

· Two years of work experience in community organizing, program coordination, or community-based programs involving youth, drug/alcohol/tobacco abuse or other related community health prevention or counseling.

· Knowledge of local organizations, services, the community to be served; and prevention.
· Ability to 
· create and sustain effective relationships with community partners; 

· foster and share leadership among individuals in the community;
· build bridges among diverse community members and organizations;

· facilitate groups;

· organize and coordinate multiple projects simultaneously; 

· demonstrate individual initiative as well as ability to work in teams; 

· speak and write clearly, persuasively, and effectively, write reports and make presentations;

· prioritize and organize work to meet deadlines;

· monitor expenditures in compliance with grant and organizational guidelines;

· attend evening and weekend meetings and events; 

· demonstrate basic proficiency in Windows Office Suite (e.g. Word, Excel, and Outlook).

