JOB DESCRIPTION

JOB TITLE: Project Coordinator
REPORTS TO: Project Director
SUPERVISES: Community Engagement Coordinator
Status:     Full-time, non-exempt, full benefits

Wages:
 $22 per hour








DATE: 
SUMMARY: Reporting to the Project Director, this position will be responsible for coordinating the Breathe Again project components including but not limited to volunteer organizing and training, outreach and education, educational visits and presentations, educational materials development, meeting facilitation, technical assistance, media outreach, and evaluation activities. Project Breathe Again works towards policy/system change through education campaigns aimed to activate community engagement in tribal communities, in a manner that is both culturally competent and equitable in order to achieve legislated secondhand smoke (SHS) policies. 
ESSENTIAL RESPONSIBILITIES AND DUTIES include the following. Other duties may also be assigned.
· Coordinates the development and implementation of assigned project activities/protocols as well as coordinate the delivery of services, and planning logistics.

· Create and implement culturally relevant community outreach and decision-maker educational presentations. 
· Provide technical assistance to jurisdiction and tribal management on the adoption, implementation and environment of smoke-free policies. 
· Plan, implement, and assist in evaluating and conducting volunteer, health education and/or appropriate training programs, air monitoring, observational surveys, conference presentations, and other associated activities for individual, group, and/or community. 
· Assist with the creation and distribution of educational materials appropriate for rural tribal audiences.
· Produce and edit audio and video programs for local media and tribal presentations.
· Manage and monitor project activities with input from manager/supervisor. 
· Develop content for media collateral and tracks media placement.

· Contribute to maintenance of project activities and ensures delivery of day-to-day project deliverables.

· Research, conceptualize, and develop new ideas for project activities and services as directed.

· Communicate with funder as necessary.

· Contribute to the writing of the project’s progress reports, summary reports, re-application proposals, technical reviews and/or new proposals that are relevant to the project.

· Participates in the project meetings, all staff meetings, and other meetings as requested.

· Participates in Proposition 99/Proposition 56 funded Tobacco Education/Control Coalition meetings and attends CEH/ETR specific meetings as needed.
Ability to:
· Successfully meet project objectives, standards and timelines with high
degree of accuracy.
· Plan, design and implement all project activities as directed by supervisor. 
· Produce high quality project activities/trainings/protocols/products.
· Remain current on important developments and knowledge in project area(s).
· Work independently to organize tasks as well as participates in cooperative project planning.
· Ability to balance completion of assigned project tasks, both short and
long-term, with the performance of routine duties.
· Ability to meet short deadlines and work additional hours during deadline periods.
· Demonstrate excellent oral, written communication and interpersonal skills.
· Develop and maintain positive relationships with other staff, project partners, funders, vendors and the public.
· Maintain confidentiality of sensitive information.
Qualifications:

· BA/BS degree and/or equivalent experience in related field. 
· 3 to 5 years of experience/relationships with rural counties and/or tribal communities in California. 
· 3 to 5 years’ experience in tobacco/other advocacy, education and community strategies.
· 1-3 years of experience in project coordination.
· Proficient with all MS Office applications (Excel, Word), Outlook and Internet. 
· Ability to travel as assigned. This position requires travel up to 60% of the time.
· Valid driver’s license, acceptable DMV record and proof of auto insurance required. 
Indian preference applies.
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