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Seattle Indian Health Board

A Multi-Service Community Health Center for

 Medical, Dental, Mental Health, Substance Abuse, and Community Education

JOB ANNOUNCEMENT

Planner - Education (.5 FTE)
Salary: DOE, w/competitive benefits package

Open Until Filled
Who may apply: All qualified candidates

Where to apply:
· Apply in person: 606 - 12th Avenue S, Pearl Warren Building, Seattle, WA 98144

· Apply by mail: P.O. Box 3364, Seattle, WA 98114

· Apply by fax: 206-324-8910

· Apply by email: sabrinaz@sihb.org

· Or contact 206-324-9360 ext. 1123. 

· You may download the job announcement and application materials at www.sihb.org.

Required forms and materials: A completed Seattle Indian Health Board application and affirmative action data record, resume, and cover letter. Incomplete or late application materials may not be processed.
Major Responsibilities
The Planner will serve as key support for the coalition planning process.  This position is responsible for planning, implementing, and evaluating activities associated with the Coalition.  The Coordinator will work to develop partnerships and strategies that will lead to long-term involvement of community institutions, organizations and individuals to identify solutions for AI/AN students to achieve academic success.

Duties

1) Network with community stakeholders and promote participation in coalition activities including recruitment of coalition members.

2) Schedule and conduct meetings; identify and reserve meeting space, handle logistics including meals/refreshments, prepare meeting materials, including agendas, reminder calls, etc. Take copy and distribute Minutes and other information as needed to coalition members. 

3) Assist coalition members in planning and guide coalition to develop an action plan based on meeting outcomes

4) Develop and implement data collection methods, tools, and evaluation measures for coalition activities and associated projects/assignments in conjunction with coalition members.

5) Conduct literature/resource reviews to identify best practices for coalition and prepare report as necessary

6) Enter project data, prepare and submit required reports.
7) Collaborate and work closely with the department administrators, related businesses, academic institutions and community-based organizations to promote coalition’s goals

8) Other duties as assigned relating to position.
Qualifications

Education: Bachelors degree; or AAS degree and 2 years of relevant experience may be substituted for Bachelors degree.

Experience/Knowledge: At least 2 years of experience in community-based planning.  Familiarity with the health and social issue of the American Indian/Alaska Native population and a desire to serve this population.  Proven ability to work independently. Public relations or marketing skills preferred. Excellent organizational skills required.  Excellent interpersonal and communication skills required.  Knowledge of the research process.  Proficient with Microsoft Office and general computer skills.
Necessary Special Requirements:  Successful completion of background check.

Equivalent education/experience will substitute for all minimum qualifications except when there are legal requirements, such as a license/certification/registration.

This position is funded primarily through a specific contract with the Gates Foundation, funding is scheduled to end June 30, 2012. This potential end date does not constitute a contract, the SIHB is an at-will employer.

Seattle Indian Health Board is an equal opportunity employer and encourages all qualified applicants to contact the agency about current vacancies and future employment opportunities.  Indian hiring preference may apply to some positions (as defined in Title XXV, US Code Sections 44-46 and 474.)
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