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Puyallup Tribal Health Authority






JOB TITLE:

Prevention Coordinator (.5 FTE)




(DASA grant funded position through 6/30/13.  Continuance of position based on grant renewal.)


DEPT:


Community Health



FLSA STATUS: 
Non-Exempt
REPORTS TO:
Patient Wellness Manager


GRADE:
     
07
OPEN DATE: 

November 9, 2011



CLOSE DATE:
Open Until Filled


GENERAL FUNCTION:  Provides direct coordination in the planning and implementation of Community Health projects, activities and programs for Drug and Alcohol Prevention.
ESSENTIAL JOB FUNCTIONS:
	Implements, coordinates and provides support for drug and alcohol related prevention programs and projects such as the Lock Box project and Wellness Challenge.

	Works collaboratively with Community Health staff and other departments as directed, to meet project goals and deadlines within the Community Health Department.  

	Assists with the communication to patients and staff about Community Health events and activities and meets scheduled deadlines. 

	Create and design event related marketing materials and media communications within branding guidelines such as: invitations, newsletters, flyers, articles and other promotional materials by the given deadline and present to Supervisor and Communications Manager for approval.

	Ensures all projects, activities and timelines are accurately documented in an electronic report and provided to the Supervisor on a monthly basis or more often if directed.

	Purchases supplies and works collaboratively with outside vendors and other departments as needed to acquire services and coordinates the delivery of those services for projects, events and activities that are within the constraints of schedule, budget, and scope. 

	Conducts research as it relates to prevention, outreach and other Community Health activities, as assigned, and provides information to Supervisor by requested deadline.

	Utilizes and applies new technologies to communicate program related events and activities and to track and provide data. 

	Efficiently and effectively utilizes software programs such as Adobe Creative Suite, PowerPoint, Publisher, MS Project, Visio and others as required to perform job duties.  

	Staff and/or schedule a variety of wellness outreach activities and events in a timely manner as directed and assigned.

	Convert existing materials, documents, brochures and handouts to updated electronic formats as requested by given deadline. 




MINIMUM REQUIREMENTS (EDUCATION AND EXPERIENCE):  Associates Degree in Marketing, Communications, or related field and two years of experience in event planning and project coordination. Must have one year of experience in a healthcare setting.  Knowledge of process improvement, budget management and project management tools required. Demonstrable proficiency with printing processes and graphic design programs such as Adobe Creative Suite, Power Point, Excel, Word, Visio and Project required.


TO APPLY: 

A PTHA employment application is required (resume optional).  Applications are available in the Human Resource Department or on the PTHA website.  Completed applications must be submitted to the Human Resource Department by 5:00 pm on the closing date. We are an Equal Opportunity Employer while practicing Native preference according to law.   
PTHA-Human Resource Department

Kwawachee Counseling Center, bldg #4, 1st Floor

2209 E 32nd St

Tacoma, WA 98404

Phone (253) 593-0232 ext 516
Fax (253) 593-3479
Email: hr@eptha.com
Website: www.eptha.com 

Because of the large number of applications that may be received, not everyone who applies for a vacant position will be interviewed. Only those interviewed will receive notification when the position is filled or closed.

PTHA IS AN ALCOHOL/DRUG FREE WORKPLACE and SMOKE-FREE ENVIRONMENT      
PUYALLUP TRIBAL HEALTH AUTHORITY


JOB ANNOUNCEMENT








