CDC 1815 Project Coordinator Job Description

ORGANIZATION: Nevada Division of Public and Behavioral Health, Bureau of Child, Family and Community Wellness, Chronic Disease Prevention and Health Promotion (CDPHP) Section 
POSITION TITLE: Center for Chronic Disease Prevention (CDC) 1815 Project Coordinator
Compensation: $19-24/hr.— (contractual position; rate depends on the experience) 

To apply, please submit cover letter and resume to Masako Horino Berger, RD, MPH at mberger@health.nv.gov. 
POSITION SUMMARY: 
The Nevada Division of Public and Behavioral Health (DPBH), Chronic Disease Prevention and Health Promotion (CDPHP) Section is seeking a full-time, 40 hours per week, Project Coordinator for CDC 1815 grant, which funds the Nevada’s Diabetes Prevention and Control Program (DPCP) and Heart Disease and Stroke Prevention (HDSP) Program. This contract position will be in Carson City, Nevada. The CDC 1815 Project Coordinator will assist the data collection, analysis, and reporting for the projects funded by the CDC 1815 grant. The DPCP serves to promote prevention and management of diabetes through clinical and community linkages, while the HDSP Program implements and evaluates health systems interventions to improve management of hypertension and high cholesterol among at-risk Nevadans. The candidate must possess strong evaluation and data analysis expertise, as well as grant writing and monitoring, and program management skills. Graduation from an accredited four-year college or university in public administration, public health, or a related field is required. 
POSITION RESPONSIBILITIES:
· Develop an evaluation plan with data collection, analysis, and reporting for CDC 1815 grant. 

· Complete annual evaluation report submitted to CDC.  

· Manage the REDCap Database to track progress and outcome evaluation indicators. 

· Provide trainings and technical assistance on the REDCap Database and data entry to partners. 

· Communicate with stakeholders regarding CDC 1815 grant’s program progress, successes, and barriers.
· Perform grant writing, monitoring, and fiscal oversight for the CDC 1815 grant as needed.
· Provide trainings and technical assistance to subgrantees. 
· Attend meetings, conference calls, and webinars.
· Present oral and written reports regarding the CDC 1815 grant.
· Collaborate with other programs in DPBH as necessary.  

· Complete other duties as assigned. 

REQUIRED QUALIFICATIONS:
· Graduation from an accredited four-year college or university in public administration, public health, or a related field.
· Previous experience in data collection, analysis, and reporting in public health research projects. 
· Operating a computer to effectively input, retrieve, and manipulate data; basic computer skills including use of Microsoft Office.
· Analyzing and interpreting policies, procedures, and rules relevant to program areas.
· Proficient written and verbal communication skills.
· Background check and fingerprinting required.
PREFERRED QUALIFICATIONS:
· Previous experience with program development, implementation, evaluation, and data analysis.
· Previous experience in grant writing and monitoring.
· Interest in epidemiology, evaluation and/or surveillance.
· Demonstrated experience in evaluation research projects.
· Excellent personal organization skills, ability to work independently, handle multiple tasks, and prioritize and use time effectively.
· Previous experience in database development and data extraction and analysis.
DELIVERABLES:

· All grant reporting required by CDC.
· Attend webinars, calls, and conferences required by CDC.
· Update the REDCap database to track progress and outcome evaluation indicators for telehealth Diabetes Self-Management Education (DSME) Program.
· Update the performance measures to track progress and outcome evaluation indicators for DPCP and HDSP Program.

· Evaluation plan implemented for DPCP and HDSP Program. 
· Provide trainings and technical assistance to partners and stakeholders.
· Review and evaluate quarterly and annual progress reports.
· Assist completion of annual evaluation report for CDC 1815 grant.
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