CASA (Citizens Against Substance Abuse)
seeking a Full Time Project Coordinator

Job Description and Responsibilities:

e Serve as liaison between Dearborn County CASA Coalition and Dearborn County
Community, which includes various partners for collaboration, networking and
resource-sharing.

e Serve as coalition point person for partners and members including recruitment,
orientations, and development of member support materials. Manage members-
volunteers and collaborate with coalition work groups.

e Provide effective management and daily oversight of the grant and its activities.

e Assure essential documentation of coalition meetings and functions regarding
agendas, minutes, attendance, and accomplishments.

e Assure coalition capacity building as necessary for effective project
implementation and sustainability, which includes, but not limited to overseeing
coalition community assessment strategies and data analysis. Work with Program
Director on coalition strategic planning, project development, project
implementation and evaluation.

e Assist with recruitment and training of Dearborn County Youth Ambassadors
youth coalition and its community prevention efforts.

e Work with coalition evaluator to ensure “Best Practice” data collection, analysis,
reporting and stakeholder communications.

o Assure proactive identification of, and application to, new funding streams in
assurance of sustainability of coalition priorities and activities.

Qualifications for Position:

e Minimum of an Associates Degree or 2 years of experience in a health-related
field.

e Experience working with the population focus and cultural familiarity of those in
Dearborn County and Tristate area.

e Attend training for ongoing professional development

Skills and Knowledge Required:

o Effective leadership, organization, cultural competence, and team building skills.

o Effective community networking skills

o Knowledge of substance use and mental health

o Effective verbal and written communication skills

e Proficient at Microsoft Office Suite

o Effective problem solving and conflict resolution skills

Amount of travel and time:

e Travel within the region, majority in Dearborn County. Some travel to national and
state training is required.

e Full-time employment with flexible hours required (40 hrs/week)

e Salary: Up to $50,000 yr.

If interested, send resume and cover letter to: admin@dearborncountycasa.com



