PRIMARY CARE INFORMATION PROJECT
Operations Coordinator 
The NYC Department of Health and Mental Hygiene (DOHMH) Primary Care Information Project (PCIP) is devoted to improving population health in underserved neighborhoods through health information technology.  PCIP was awarded funding to become the Regional Extension Center in New York City -- the NYC Regional Electronic Adoption Center for Health (NYC REACH). 
In collaboration with The Fund for Public Health in New York (FPHNY), a not for profit corporation serving as program partner with DOHMH to implement and advance public health initiatives, PCIP is searching for an Operations 
Coordinator to assist with operational and human resources related activities    We are looking for a self-starter who has the capability to understand a project and see it through to completion with minimal supervision.   Strong interpersonal skills will be needed for this role to successfully provide top notch customer service to a team of approximately 80 high energy employees.   As we are always looking for creative ways of doing things, the successful candidate will be expected to contribute ideas for the improvement of processes and procedures. 

Primary Responsibilities
· Assist with the recruitment process – prepare job descriptions, source resumes, phone screen applicants; set up interviews; attend job fairs 

· Assist with new hire orientation.

· Develop and present operational updates using PowerPoint, Visio, and Word.  
· Assist with the coordination of staff training and special events (researching vendors, logistics, preparing and gathering collateral material, etc.)

· Track and provide status updates on the annual performance evaluation process

· Conduct analyses and create reports for various operational and human resources metrics
· Coordinate and facilitate weekly staff meetings

· Assist with the coordination of the summer internship program


Preferred Skills & Experience  
· Bachelor’s degree required.
· A minimum of two years full time work experience in a fast paced office environment with exposure to human resources and operations related tasks
· Excellent project management skills 

· Excellent oral and written communication skills

· Expertise using Microsoft Excel, PowerPoint, Word and Outlook 
· Ability to work effectively with teams and people at all levels

· Strong initiative, good judgment and the ability to prioritize tasks in response to unexpected changes

· Some local travel required

FPHNY offers a competitive salary and benefits package

Please send an e-mail including resume and cover letter, indicating how your skills and experience meet the qualifications of this position, including salary history to: publichealthjobs@fphny.org. 
Please indicate “Operations Coordinator and your name” in the subject line.
The Fund for Public Health in New York, Inc. is an Equal Opportunity Employer and encourages a diverse pool of candidates to apply.

