Organization: Northeast Florida Healthy Start Coalition
Program: AmeriCorps North Florida Health Corps

Position: Program Coordinator
Hours: Full time, occasional evenings and weekends required based on program need

Expected Start Date: July 21, 2014

Responsibilities:
· Develop and facilitate training components that coincide with National Health Corps (NHC) core competencies and target the professional interests of members

· Develop, coordinate, and implement monthly member training days

· Establish and maintain liaisons with community agencies for member professional development and service opportunities 

· Manage and monitor member committee activities by providing leadership to ensure accountability and training for professional development

· Review member hours and daily service activities to ensure proper compliance with NHC policies and provisions; maintain proper documentation 
· Consult with Program Director to develop resolutions for member reporting issues

· Manage, monitor, and develop content for communications initiatives

· Coordinate the recruitment and entrance process for new AmeriCorps members

· Plan, organize and coordinate special programmatic events, including but not limited to a mid-year retreat and member recognition ceremony

· Assist Program Director with services activities, trainings, team meetings, and other program functions as required 

· Assist Program Director with the education, recruitment, and selection of organizations to host AmeriCorps members

· Attend in-services, conferences, workshops and community meetings. 

· Participate in NHC initiatives
· Perform other related duties as required
Preferred Qualifications:
· Bachelor’s Degree required, preferably in public health, education, social work, or related field
· Knowledge and experience creating and implementing trainings 

· Website and social media content development experience
· AmeriCorps service or other volunteering experience
· Excellent organizational skills to coordinate multiple projects
· Leadership, coaching, or mentoring experience
Please email your resume and cover letter to Donya Wright at Dwright@nefhsc.org
Applications will be accepted Monday, June 23, 2014 through Thursday, July 3, 2014
