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 Happy People Coalition
Community Outreach Coordinator - Job Description

Description:

The Community Outreach Coordinator will provide oversight to Community Groups and projects.  The Community Outreach Coordinator will provide coordination, leadership, planning and teamwork skills in assisting local Community Coalition in implementing their two-year plans and projects, including Communities That Care ® formal community planning projects.  Additionally, the Community Outreach Coordinator will assist with the overall functioning of The Happy People Coalition and the coordination of community projects including providing support and clerical/admin/grant-reporting assistance. The Community Outreach Coordinator will work closely with other Happy People Coalition staff toward the success of the community process, projects and of the organization.

Duties:


· Work with The Happy People Coalition and projects to develop and implement their two-year work plans

· Provide or coordinate services, implement activities and manage Happy People Coalition trainings with the guidance of the coalition members, recognizing the value of involvement by stakeholders and need for ongoing development under a continuous accountable system;

· Coordinate monthly meetings with The Happy People Coalition focused on meeting the project’s measurable objectives, problem-solving and keep Happy People Coalition members fully informed of grant’s activities and outcomes;

· Create and distribute monthly meeting notices and record keeping for The Happy People Coalition community group and their projects including meeting minutes and all data collection and management for evaluation;
· Work with The Happy People Coalition and projects to develop and monitor outcomes;
· Work in collaboration with Youth Coordinator when needed to coordinate The Happy People Coalition Youth Councils and youth developed projects;
· Complete reporting for The Happy People Coalition and projects;
· Manage extensive volunteer information;
· Monitor monthly expenditures of The Happy People Coalition;
· Attend relevant community meetings;
· Coordinate community outreach efforts (presentations, newsletter, volunteer recruitment, etc.)

· Facilitate the activities of the grants;
· Work with Executive Director to produce the quarterly and annual reports to be given to the Happy People Coalition Council and submitted to grantors;
· Act as the liaison between Executive Director and The Happy People Coalition;

· Function as the project/grant liaison among the Coalition members and with The Happy People Coalition as well as work with the [Parent Agency or Organization] Executive committee with the Executive Director; and
· Other duties as assigned.
Requirements and Qualifications:

· Bachelor’s degree or equivalent preferred.  

· Experience working in a professional environment, and with members of the public.

· Ability to organize and prioritize multiple projects, tasks and functions.

· Thorough knowledge of volunteer program management and community mobilization.

· Ability to communicate effectively both orally and in writing (including preparing reports, mailings, managing data collection, and work well with diverse communities). 

· Must be able to build relationships to maintain membership.

· Ability to work independently and contribute to a positive and effective team environment.

· Skilled in MS Office including Word, Excel, Publisher, PowerPoint, Access and Outlook. Must be able to use spreadsheet and database software to develop and maintain records; perform complex word processing tasks such as merging and sorting, integrating text with graphics, spreadsheet and database files.
· Must be able to pass criminal background check.

· Must be able to regularly lift up to 55 pounds.

· 2-3 years experience in community organizing, prevention field, or working with/for youth preferred. 

· Experience in substance abuse and/or violence prevention preferred.

· Experience in public relations and marketing, event planning and coalition building as well as interagency collaboration preferred. 

· Experience in accounting and grant reporting preferred.

Responsible To: Responsible to The Happy People Coalition
Hours:


Forty hours per week.  Fluctuates based on the needs of the community and the position. 

Compensation:

Full time. Contracted position.  Depends on experience.  Position is grant funded.

Location:

Main office is in Happy Town.  However, time will be spent in the field working with the local communities, attending meetings.  Some statewide and national travel necessary. 

Work Conditions:
The Community Outreach Coordinator will work in office using computer and will spend time working in the community at meetings.  The COC will also be responsible for meeting and event setup/clean up and catering on a regular basis.  Must be able to lift and carry up to 55 pounds regularly.  Must have personal transportation with valid Washington State driver’s license and insurance.
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