Mayes County HOPE
TSET Healthy Living Program 
Assistant Coordinator Position – Job Description 
The position of Healthy Living Program Assistant Coordinator supports the TSET Healthy Living Program to improve the health and well-being of Mayes county residents through programs that reduce tobacco use and obesity.  This position is to be employed full-time and does include some nights & weekends and occasional travel.  The person applying for this job needs to be invested in adhering to a healthy way of living. 
EDUCATION AND WORK EXPERIENCE:  
At a minimum, the Assistant Coordinator must have a bachelor’s degree in community health, communications/public relations or related field and/or related experience. 
STAFFING COMPETENCIES: 
The Assistant Program Coordinators should demonstrate the following: 
· Interest in working in the areas of tobacco prevention, environmental development, active living and transportation programming, and strategies to increase access to healthy foods and beverages.
· Capacity to collect, review, and use program related data to develop data driven strategic plans.
· Ability to prepare and deliver articulate presentations regarding specific subject matter. 
· Provide expertise around community engagement and capacity building across the service area. 
· The ability to work collaboratively with stakeholders to foster mutual respect and trust to accomplish common goals and objectives. 
· Demonstrate self-efficacy, trustworthiness, patience, and flexibility and ability to be a self starter
· Competence in problem solving, conflict resolution and negotiation. 
· Proven administrative/management skills; plan and manage time effectively.
· Ability to lead and facilitate meetings efficiently. 
· Capable of communicating clearly and concisely to a variety of unique audiences. 
· Manage activities that support program objectives to ensure compliance with grant requirements.
· Experience working with Word, Goggle Suit, Constant Contact, Survey Monkey, social media platforms, and other online programs is a plus. 

POSITION ACTIVITIES AND DUTIES:  
· Develop and maintain strong collaborative partnerships with key stakeholders (local, county-wide, and
state-wide) and community partners for involvement in Healthy Living Program initiatives.  
· Communicate program goals and success to professionals, decision makers, community leaders,   
contractors, and the media. 
· Ensure use of accurate demographic, scientific, statistical, and programmatic information related to tobacco control, nutrition, and physical activity issues.  
· Coordinate and facilitate resources for collaborative group meetings (may include but are not limited to providing meeting accommodations and notices, logistical assistance, training opportunities, health communication resources, budget support, and other assistance as may be needed by the collaborative group).  
· Mobilize community organizations to develop and implement community interventions and system and organizational level changes.  
· Develop media messages based on cultural, social, and behavioral factors in the delivery of health information and cultivate media relationships. 
· Assist with developing grant reports, collecting data and maintaining data on the grant program.
· Comply with all programs, financial and evaluation guidelines, and requirements of the grant. 
· Recruit, develop, and maintain a diverse collaborative group membership mirroring the community's population.  
• Attend all conferences, training courses and other meetings required by the grant.  
• Start Date:  July 1
For questions or to submit resume contact Leslie Considine: mayescountyhope@gmail.com

