Oregon Public Health Association

Program Manager – New Position

Start Date: June 30, 2011
Title: Program Manager

Responsible to: OPHA Board of Directors 

Hours: Variable, up to 20 hours per week
Salary: $25/hour; benefits negotiable

Organization Overview    

The Oregon Public Health Association (OPHA), an affiliate of the American Public Health

Association, has been a leading voice for public health in this state since 1944. Its vision: “to be the leading advocacy organization for public health in Oregon ;” its mission: “to protect and promote the health of all Oregon residents, to educate and support public health workers and to advocate for just and equitable health policies.” OPHA is a not-for-profit corporation that brings together public health professionals, students and community advocates to identify and address public health issues by:

· encouraging collaboration among private, public and for-profit sectors;
·  increasing the knowledge and competency levels of its members;
·  promoting high standards through professional development;
·  advocating for just health policies and access to health services;
· increasing awareness and understanding of the impact of socioeconomic, societal, and environmental factors; and
· increasing understanding of lifestyle and behaviors that are consistent with healthful living.
Our members include professionals from state and local public health departments,  universities, hospitals, community agencies and professional organizations in Oregon.

Position Overview

OPHA seeks an enthusiastic, creative, organized individual with experience in public health, association management and communication strategies. The successful candidate will be able to work collaboratively with volunteer association leadership, develop communication strategies to engage members, support strategic and business planning, assist in financial development, and  build and expand membership services.

Primary Duties and Responsibilities

Organizational Management 

· Coordinate and implement OPHA membership operations, including membership database and online membership services
· Assist with meeting preparation for the Board, Executive Committee and other Committees as assigned, including scheduling, document preparation, agenda development, and timely routing of pertinent materials to attendees
· Assist with planning and managing the OPHA Annual Conference, including developing materials, registration, and onsite support
· Support  OPHA committees, advocacy efforts, fundraising and other events as directed by the Executive Committee
· Maintain organizational files, records and archives, including master record of organizational, committee and section policies
Communication

· Oversee communication strategies including member communications, Action Alerts, correspondence; and manage the newsletter, website and social media content in collaboration with the Communications Committee
· Serve as primary phone, email, web and social media contact for the organization 
· Serve as a representative of OPHA on committees, coalitions or other organizations as assigned by the Executive Committee and Board 
Fundraising and Financial Management

· Assist the Treasurer in preparing annual budgets, monthly financial reports, tax documentation and other financial documents

· Provide technical advice to the Executive Committee and Board to assure compliance with applicable state and federal rules governing nonprofit organizations

· Work with the Board to raise philanthropic funds and assure organizational sustainability
Qualifications

· Education & Experience: Bachelor’s degree that supports the skills of the position, such as Non-Profit Management; Master of Public Administration, Public Health, Non-Profit Management, or related field desirable
·  2 or more years of experience relevant to the position

Knowledge, Skills and Abilities 

· Strong understanding of public health

· Non-profit administration, including fund development, laws and regulations governing nonprofits

· Financial management

· Excellent written and verbal communications skills 

· Proficiency with computer applications and technology, including social media

· Strong computer skills: Word, Excel, PowerPoint, web-based questionnaire programs, working with CMS and CRM databases

· Ability to work on multiple projects simultaneously

· Ability to work with minimal direction

· Grant writing knowledge and experience

Application Procedure

Please submit resume and letter of interest describing your experience in each of the following areas:

· Membership Services

· Organizational Management

· Communication Strategies

· Fundraising and Financial Management


Application Materials will be accepted until close of business on May 23rd, however application review begins May 16th. 

· Only electronic applications will be accepted  

· Send electronic submissions to:    jobs@oregonpublichealth.org
For questions, contact: leisl103@yahoo.com
