NORTHWEST PORTLAND AREA INDIAN HEALTH BOARD

RE-ADVERTISEMENT VACANCY ANNOUNCEMENT


Job Title: Project Coordinator
Project:  Native Nutrition and Physical                          Fitness
Reports To: 
Director, EpiCenter
Department:  The EpiCenter
Salary Range:  $24.00-$26.44/hr (DOE)
Classification: Part-time, Regular - 0.6 FTE (24 hours a work week) w/ benefits
FLSA Status: Hourly, Non-Exempt
Funding duration - Through 9/30/2012
Location:  Portland, Oregon

Opens: August 26, 2010
Closes: September 9, 2010
Job Summary: 

The mission of the project, Empowering Native Youth to Engage in Policy Change Addressing Nutrition & Physical Activity, is to carry out community based participatory research with Native High School Students in two Oregon Tribal Communities.  The goal is student driven nutrition and physical activity policy change within the participating communities. The Project is funded under a two year grant with the Northwest Health Foundation, and is collaboration between the Northwest Tribal EpiCenter and Portland State University. The Project Coordinator will be responsible for organizing and promoting all project activities. 
The Northwest Tribal Epidemiology Center (“the EpiCenter”) is one of 12 national Tribal Epidemiology Centers. Located in Portland, Oregon, the EpiCenter is hosted by the Northwest Portland Area Indian Health Board a tribal non-profit advisory organization serving the 43 federally-recognized Indian tribes in Idaho, Oregon, and Washington. 

Essential Functions:

Responsible for Project development under the supervision of the Principal Investigator.
· Promote collaboration among the all partners
· Ensure full engagement of Academic partner

· Identify key collaborator at each tribal site and work with them to
· Ensure Tribal Youth Council and Adult Community Advocate from participating Tribes are appointed and participating in the project.

· Engage Tribal and school decision makers in reviewing findings with youth.

· Assist in identification of opportunities for culturally appropriate policy interventions.
· Engage tribal youth to explore strengths and barriers to good nutrition and physical activity in their communities.

· Assist in leadership of development of conceptual framework of environmental, ecological and social realities impacting nutrition and physical activities in their communities.

· Work effectively with Academic partner to facilitate project objectives.

Responsible for functions related to Project

· Work under the supervision of  the Principal Investigator on Project development
· Develop project work plan for project goals and objectives

· Take the lead in the establishment and maintenance of  relationships with Tribal contacts to assure participation in the project

· Coordinate project activity at the community level

· Maintain contacts with partners
· Ensure the project is in compliance with the requirements of the funding agencies and applicable regulations and on schedule to meet all goals and objectives for grant contract 
· Meet regularly with project staff and tribal volunteers to ensure community-based goals and objectives are met
· In consultation with PI determine steps to be taken should progress toward objectives fall behind schedule
· Prepare subcontracts for co-investigators, and required authorizations for  co-investigator travel to participating sites.

Reporting functions

· Prepare, compile and oversee the preparation and distribution of all required project reports

· Maintain project files and records

· Monitor monthly budget expenditures; ensure project remains on budget and compliant with funding agencies
· Assist the Principal Investigator with writing the continuation application and competing application for the funding agencies as required

· Provide a Monthly Activity Report by the 5th day of each month for the previous month to the Epicenter Director
Involvement in Meetings, Consultation, Technical Assistance and Training sessions
· Promote Collaboration among all partners

· Attend all required meetings and workgroups with National, State and local Agencies and tribal communities

· Plan and organize project related conferences and trainings

· Prepare training, meeting and conference materials for National, State, Tribal and local meetings

· With Principal Investigator, prepare report for the Board Delegates
Other duties

· Collaborate with other NPAIHB programs to meet related goals and objectives

· Perform other duties as assigned by the EpiCenter 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:
· High school diploma
· Two to four years of experience working with tribal communities or a tribal (or other Indian) organization
· Two to four years of Administrative support and Project Coordination work experience
· Two to four years experience conducting research
· Minimum of three years of program management experience is required; including overseeing and monitoring budget and project expenditures. 
· Demonstrated experience in project development and coordination

· Experience preparing written reports is required
· Must have the ability to make professional oral presentations in settings at the national level, regional level and community level, as well as in tribal settings
· Strong demonstrated community based participatory research skills in current practice
· Experience and understanding developing policy
· Moderate user of qualitative and quantitative software.
· Advanced user in Microsoft Office package. (Access, Excel, Word, Publisher, PowerPoint)
· Excellent writing skills
· Exhibit excellent communication skills
· Must be highly organized and motivated, and be able manage complex projects and carry out all responsibilities of the job requirements with minimal day-to-day supervision

· A strong and demonstrated record for good attendance
· Must demonstrate discretion, tact, knowledge, judgment, and overall ability in working effectively with federal, tribal, and other professionals and facilitating participation and partnership in the activities of the program

· Must be sensitive to cross-cultural differences, and able to work effectively within their context

The successful applicant must be highly organized and have the ability to carry out responsibilities with minimum supervision; and a friendly, courteous manner to effectively work with tribal representatives, NPAIHB staff; and the general public.
Applicants must agree to serve a minimum six-month probationary period during which time 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.  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: Travel outside of Portland is frequently required. Overnight travel outside of the area is occasionally 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.

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.

Required application forms are available from:

Chandra Wilson, Human Resources Coordinator
 Northwest Portland Area Indian Health Board, 

 2121 SW Broadway, Suite 300, Portland, Oregon 97201

(503) 228-4185 Fax: (503) 228-8182

http://www.npaihb.org
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