Planning Coordinator Job Description

Job Title:
Planning Coordinator, School-based Health Center

Department:
School-based Health Center

Reports to:
Superintendent

POSITION SUMMARY:

Planning coordinator is responsible for planning development and expansion of the School-Based Health Center (SBHC). The planning coordinator will develop systems to monitor and ensure that various components of the project are working smoothly and that funds are utilized as stated in contractual arrangements. The planning coordinator will work to ensure efforts to expand and develop clinical services; ensure compliance with state guidelines; ensure general licensure and quality of care standards are met; ensure reimbursement is maximized; and the clinic is well integrated in the area health systems for primary care and community mental health.

1. Masters degree in Public Health or related field or equivalent years of experience.

2. Three years experience in management and or program implementation.

3. Experience with community-level public health programs preferred.

4. Experience with chronic disease prevention and health promotion initiatives.

PRIMARY RESPONSIBILITIES:

1. Assist in on–going program planning and development.

2. Cultivate relationships with community interest and buy-in for long-term program objectives.

3. Interface with school administrators, faculty, staff and/or consultants for program planning and implementation.

4. Assemble data and prepare reports to provide feedback on programmatic activities.

5. Prepare presentations and briefs on school health issues to share with community members, civic groups, and lawmakers.

6. Identify collaborative opportunities on school health concerns with local, state, and national public-private organizations.

7. Provide leadership in the implementation, evaluation and modification of health promotion programs.

8. Attends meetings, trainings, and site visits to obtain and disseminate information for the purpose of planning and implementing a SBHC.

DESIRED SKILLS, KNOWLEDGE AND ABILITIES:

1. Ability to think proactively and function independently.

2. Strong interpersonal skills and experience in working with individuals/groups with diverse backgrounds.

3. Ability to multi-task.

4. Ability to maintain a highly detail-oriented approach.

5. Ability to oversee administrative functions integral to program components, program evaluation, and coordination efforts.

6. Ability to organize and conduct public meetings.

7. Ability to learn new subject areas quickly.

8. Ability to prepare presentations and public speaking.

9. Strong written and oral communication skills.

10. Working knowledge of Microsoft Office Applications including Word, Excel, PowerPoint, and Outlook.

SALARY/BENEFITS:

1. Compensation will be on a contract basis.

