NORTHWEST PORTLAND AREA INDIAN HEALTH BOARD

VACANCY ANNOUNCEMENT


Job Title: 
Project Coordinator 

Department:
Suicide Prevention Project
Reports To:
Project Director   

Salary Range:  $40,000 (at 1.0 FTE)


  $24,000 (at 0.6 FTE)
Location: 
Portland, Oregon
Classification:  Part-time (0.6 FTE), Hourly, Non-Exempt with benefits. 
Opening Date: October 8, 2009

Closing Date:
 October 22, 2009
Duration: September 1, 2009 – August 30, 2010. Grant Continuation application due every year.

Job Summary: The Suicide Prevention Project Coordinator’s primary responsibility is to oversee implementation of the Suicide Prevention Tribal Action Plan. Among other tasks, this will include facilitating regional partnerships, providing capacity building assistance to the NW tribes, and developing cross-cutting social marketing products, educational materials and prevention tools that maximize the impact of limited resources across the 43 NW tribes. The project coordinator will work closely with the project director and the training coordinator, and will collaborate with state, county, and other organization on project related activities.  
Essential Functions: 

1. Responsible for functions related to Project

· Develop and implement a Capacity Building Assistance (CBA) plan for the NW Tribes that includes 1) Technical Assistance, 2) Information Dissemination, and 3) Technology Transfer. 

· Compile information about available suicide training, funding, curricula, prevention or treatment resources, model programs, and tribal successes.

· Develop a mini-grant/subcontract process that will support NW tribes in carrying out multi-level, evidence-based suicide prevention activities in their communities. 

· Work closely with tribal subcontract recipients to facilitate completion of their scope of work and collect regional programmatic data.

· Work with the Project Director and community partners to develop cross-cutting social marketing products, educational materials (Fact Sheets) and prevention tools (Templates and Toolkits).

· Assist the Project Director with data collection and grant applications.
· Coordinate regional suicide prevention activities with tribes, IHS, and State Health Departments.

· Develop and maintain positive relationships with tribal contacts to assure broad regional participation in the project.

· Develop and maintain relationships with state and local community groups to advocate for tribal issues and interests in suicide prevention activities.

· Ensure the project is in compliance with the requirements of the grant proposal and that all project goals and objectives are met.

2. Reporting Functions

· Prepare, compile, and distribute activity and progress reports.
· Maintain project files, records, and database.
· Work with project Director to ensure project remains on budget and compliant with grant Cost Principles.

· Monitor project expenditures.
· Prepare and submit monthly invoices and reports to grant management office if required. 
3. Involvement in Meetings, Consultation, TA and Training Sessions

· Represent the interests of the project and NPAIHB at regional and national meetings and conferences.

· Prepare Suicide Prevention Training materials (including PowerPoint Presentations, announcements, training manuals, handouts, etc.) and present at Tribal Site visits and Regional & National Trainings.

4. Other duties

· Collaborate with other NPAIHB programs to meet related goals and objectives.
· Oversee submission of Project related articles to NPAIHB’s Health News and Notes Quarterly Newsletter.

· Oversee submission of project related notices and materials to NPAIHB’s Weekly Mailout.
· Perform other duties as assigned by the Project Director.
Standards of Conduct: 

· Consistently exhibit professional behavior and the high degree of integrity and impartiality appropriate to the responsible and confidential nature of the position.

· Consistently display professional work attire during normal business hours.

· Effectively plan, organize workload, and schedule time to meet workload demands.

· Maintain a clean and well-organized office environment.

· Expected to exercise judgment and initiative in performance of duties and responsibilities.

· Work in a cooperative manner with all levels of management and with all NPAIHB staff.

· Treat NPAIHB delegates/alternates and Tribal people with dignity and respect and show consideration by communicating effectively.

· Participate willingly in NPAIHB activities.

· Abide by NPAIHB policies, procedures, and structure.

· Research and with the approval of supervisor, attend trainings as needed to improve skills that enhance overall capabilities related to job performance.
Qualifications: 

· Bachelors Degree in public health or related field required, and a Masters Degree in public health OR two or more years of public health experience coordinating project objectives.

· One or more years of experience working with tribal or other Indian organizations.

· Demonstrated knowledge, experience, or ability to support the diffusion of culturally-appropriate, evidence-based practices.

· Demonstrated knowledge, experience, or ability to develop social marketing campaign products, educational materials (Fact Sheets) and prevention tools (Templates and Toolkits).

· Demonstrated knowledge, experience, or ability to make professional oral presentations in settings at the national, regional, and community level, as well as in tribal settings.

· Experience preparing written reports is required.

· Must have excellent writing and grammatical usage abilities. 

· Proficiency with computer applications (specifically Word, Excel, PowerPoint, Access, and other Microsoft Office Suite programs) is required.

· Accuracy and scrupulous attention to detail is required.

· Must have the ability to complete tasks in a timely and accurate manner.

· Must have excellent interpersonal skills.

Applicants must agree to serve a minimum six-month probationary period during which period their employment can be terminated at will.

Typical Physical Activity:
Physical Demands: Frequently involves sedentary work:  exerting up to 10 pounds of force and/or a negligible amount of force to lift, carry, push, pull or otherwise move objects, including the human body.

Physical Requirements: Constantly requires the ability to receive detailed information through oral communications, and to make fine discrimination in sound.  Constantly requires verbally expressing or exchanging ideas or important instructions accurately, loudly, or quickly.  Constantly requires working with fingers rather than the whole hand or arm.  Constantly requires repetitive movement of the wrists, hands and/or fingers.  Often requires walking or moving about to accomplish tasks.  Occasionally requires standing and/or sitting for sustained periods of time.  Occasionally requires ascending or descending stairs or ramps using feet and legs and/or hand and arms.  Occasionally requires stooping which entails the use of the lower extremities and back muscles.  Infrequently requires crouching.

Typical Environmental Conditions: The worker is frequently subject to inside environmental conditions which provide protection from weather conditions, but not necessarily from temperature changes, and is occasionally subject to outside environmental conditions.

Travel Requirements: A moderate level of travel is required.  Overnight travel outside of the area is infrequently required.

Disclaimer:  The individual must perform the essential duties and responsibilities with or without reasonable accommodation efficiently and accurately without causing a significant safety threat to self or others. The above statements are intended to describe the general nature and level of work being performed by employees assigned to this classification. They are not intended to be construed as an exhaustive list of all responsibilities, duties and or skills required of all personnel so classified.

Required application forms are available from:

Northwest Portland Area Indian Health Board,

527 SW Hall, Suite 300, Portland, Oregon 97201

203-228-4185  Fax: 503 228-8182

http://www.npaihb.org
Except as provided by Title 25, U.S.C. § 450e(b), which allows for Indian preference in hiring, the NPAIHB does not discriminate on the basis of race, color, creed, age, sex, national origin, physical handicap, marital status, sexual orientation, politics, membership or non-membership in an employee organization.
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