OREGON DAIRY PRODUCTS COMMISSION

POSITION DESCRIPTION

SECTION 1 - POSITION INFORMATION

Position Title:

Nutrition Affairs Coordinator
Position Category:
Nutrition Affairs
Agency Number:
617000

Work Location:

Portland, Oregon
Position:

Full Time
Eligible for Overtime:
Yes
SECTION 2 - PROGRAM/POSITION INFORMATION

The Oregon Dairy Products Commission (ODPC) was created in 1943 by an act of the State Legislature and represented the first industry in the state to request the authority to tax itself for the purpose of its own betterment through marketing, promotion, education and research. ODPC is one of 27 industry-funded commodity commissions that operate under the umbrella of the Oregon Department of Agriculture’s (ODA) Commodity Commission Program, and whose statutory authority is provided specifically in ORS 576.
The Nutrition Affairs Coordinator is responsible to coordinate day-to-day activities of the Commission’s Nutrition Affair’s programs in support of the Commission’s primary mission of building demand for dairy products and confidence in dairy farmers. This position reports to the Director of Nutrition Affairs. The Nutrition Affairs Coordinator will possess the ability to develop strong, collaborative working relationships with internal and external resources
The Commission accomplishes its initiatives through communications and under the program areas of Dairy Farmers of Oregon and Oregon Dairy Council.
SECTION 3 - DESCRIPTION OF DUTIES
The Nutrition Affairs Coordinator reports to the Director of Nutrition Affairs.
· Coordinates exhibits, speakers, and sponsorship for meetings.
· Assists in gathering content for websites, social media and e-newsletters.

· Tracks and reports on metrics associated with website and other social media.
· Assists in gathering data to report and evaluate program results.
· Completes approved tasks/projects on time and budget as directed by Director of Nutrition Affairs.
· Coordinates marketing and distribution of education materials to Oregon customers via print, website and other electronic distribution channels.
· Assists in identifying and tracking nutrition issues.

· Assists in creating nutrition content for media calendar and industry communications.

· Other duties as assigned.
SECTION 4 - SUPERVISORY DUTIES

           No supervisory duties.
SECTION 5 – DECISION MAKING

· Understands implications of decisions within scope of responsibility.
· Manages priorities to meet program and strategic objectives within established timelines.

· Exercises good judgment and discretion in handling confidential matters and information.

SECTION 6 - REVIEW OF WORK

Performance is reviewed on an annual basis by the Director of Nutrition Affairs.
SECTION 7 - WORKING CONDITIONS

· Applicant must have, or be able to obtain, a valid driver’s license and have a good driving record or be able to provide an acceptable method of transportation.

· The individual will be expected to work a minimum of 40 hours per week during a five-day work week of Monday- Friday.  Occasional overnight travel and work during weekend and evening hours may be required.
SECTION 8 - GUIDELINES

The Nutrition Affairs Coordinator must become familiar with statutes, rules, and policies and procedures as they relate to a commodity commission marketing and promotions program.
SECTION 9 – PREFERRED QUALIFICATIONS

· Three year’s work experience preferably in marketing, public relations, communications, nutrition and/ or sales.
· Four-year college degree preferably with an emphasis in marketing, public relations, communications, or nutrition.
· Involvement and/or familiarity with dairy foods or the dairy products industry preferred.
· Strong written and verbal communications skills a must.

· Demonstrated skills in social media to achieve business objectives.
· Microsoft office skills including Outlook, Excel, Word and PPT.

· Excellent project coordination and time management skills.

· Ability to work effectively in a team environment.
· Puts success of team above own interests.

· Must be self-motivated and able to work independently and in a team environment, particularly in a small office setting.

· Must be able to organize work to meet continually shifting priorities, multiple projects, and consistently meet required deadlines.

· Have a consistent positive attitude and good people skills.
· Willingness to accommodate light travel, and work some nights and weekends.
SECTION 10 – COMPENSATION
As an agency of the State of Oregon, the Commission provides a benefit package including medical, vision and dental insurance, EAP; paid vacation, sick leave and holidays; and contribution toward state retirement plan.  Options for life and disability insurance are available. This position is a full time unrepresented salary position and is eligible for overtime.
Pay Range:  $35,000 - $50,000 (FTE).  Beginning pay typically starts at lower end of the pay range.
The Oregon Dairy Products Commission is an Equal Opportunity Employer (EOE).  Qualified applicants are considered for employment without regard to age, race, color, religion, sex, national origin, marital status, disability, political affiliation, belief, or veteran status.
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