Job Announcement

The Oregon Oral Health Coalition is a small, vital organization working statewide to improve oral health for all Oregonians. From our offices in Wilsonville, we support a growing network of local coalitions throughout Oregon. Through advocacy, innovative prevention programs and energetic leadership, our very active Board of Directors and staff work hard and accomplish a lot.


We are seeking a fulltime Operations Coordinator with the skills and drive to join our team. The person selected will have responsibility for logistics and scheduling for our Board, as well as several working committees and task groups. Similar support for regional symposiums, meetings and events will be included. We also currently conduct two annual meetings that draw participants from throughout Oregon. 

A significant part of the work will be involved with our First Tooth Program. This program trains Oregon medical and dental providers in this great oral health education and preventive model. Among the tasks our Operations Coordinator will perform will be conducting publicity efforts, responding to requests for information, scheduling and setting up trainings statewide, maintaining and distributing materials from our program inventory, monitoring the First Tooth online training modules, preparing and distributing newsletters, arranging and scheduling follow-up technical assistance, and providing other support for our First Tooth Trainer. 


We will soon be launching our new website and our Operations Coordinator will be responsible for updating and renewing the site regularly. 


We are looking for a person with outstanding skills and experience in maintaining a seamless, efficient organizational infrastructure. Experience developing and operating annual meetings, effectively coordinating multiple complicated scheduling activities, great customer presence and relationships, and very strong computer skills are necessary. Excellent verbal and written skills are required.

We prefer someone with public health or nonprofit work experience. Graphic design and writing skills are highly valued. Experience utilizing social media in a business environment  is also a plus. 


To apply, please submit your resume to oregonohc@gmail.com by December 12, 2012. 
