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           Job Description


Job Title:  
PREP Education Coordinator 

Job Code:
427







FLSA Status:
Exempt
Department:
 Education






 
Date:
 1/2014
General Description
The PREP Education Coordinator is responsible for planning, coordinating, implementing and evaluating PREP education activities of Personal Responsibility Education Program grant at Nationwide Children’s Hospital (NCH). The coordinator is responsible for providing administrative support for PREP Educational workshops and instructor trainings under the direction of the Project Manager.
Principal Duties and Responsibilities
1. Coordinates the initial and ongoing development of PREP education programs and instructor trainings-. Scheduling PREP Instructor Trainings and PREP Youth Sessions. Provide Administrative support for PREP instructors to make sure they have PREP materials to conduct PREP youth workshops.
2. Responsible for collecting program evaluations and reviewing for completeness and accuracy.
3. Assists in implementation and tracking of improvements.
4. Manages the files and databases to assure complete and accurate records.  Assures reports are accurate and submitted in a timely manner.

5. Utilizes technology to enhance education. 

6. Links community organizations with educational programs offered by Children’s Hospital.

7. Manages all meeting planning support such as facility arrangements, speaker letters, check-in, audiovisual and food needs, confirmation letters, as well as preparation and distribution of promotional materials. . 

8. Coordinates with NCH Marketing and Ohio Department of Health to increase the visibility of PREP Project.  Maintains up-to-date information on the Web/ PREP Newsletter.

9. Participates in the development of an annual plan for community education that is consistent with strategic priorities.
10. Organizes and participates in and, as appropriate, chairs education meetings.  Maintains agenda and meeting minutes.

11. Assists in the development of internal and external grant applications

12. Participates in ongoing professional development activities.

13. Maintains sensitivity to cultural and socioeconomic influences.

14. Completes other duties as assigned.

 Reporting Relationships
Reports to:
PREP Project Manager
knowledge , skills and abilities required
1. Bachelor’s Degree in Education or related healthcare field required; Master’s Degree preferred.

2. Three to five years’ experience in program planning or project management.  

3. Analytical and technological ability necessary to gather data and evaluate options and make recommendations concerning conferences.

4. Demonstrated evidence of group process skills and teaching skills with evidence of interdisciplinary program planning required.  Outstanding verbal and written communication skills required. 
5. Demonstrated knowledge of computer software.

6. Demonstrated experience in working with staff at all levels, from entry level with senior administrators.
7. Ability to work evening and weekend hours as well as travel as schedule dictates.

8. Must have Ohio driver’s license for travel as necessary.

 Minimum Physical Requirements
1. Drives throughout Central Ohio – some.

2. Lifts, reaches, carries, pulls and pushes educational materials up to 50 pounds – frequently.

3. Sits at computer for desk work – constantly.

4. Talks with and listens to customers concerning professional conferences – constantly.

5. Types on computer keyboard for library searches, document preparation and database management – constantly.

The above list of duties is intended to describe the general nature and level of work performed by individuals assigned to this classification.  It is not to be construed as an exhaustive list of duties performed by the individual so classified, nor is it intended to limit or modify the right of any supervisor to assign, direct, and control the work of employees under his/her supervision.

DEPARTMENT APPROVAL: 

_  ______________________________ DATE: __________

 

HUMAN RESOURCES APPROVAL:
 _______________________________ DATE: __________
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