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22 Cortlandt Street, 11th Floor, Suite #1103, New York, NY 10007
Phone: (646) 710-4860 ( www.fphny.org
Job Title:              
Community Transformation Grant Program Coordinator      
 

Organization:
Fund for Public Health in New York - NYC Department of Health and Mental Hygiene – Bureau of Chronic Disease Prevention and Tobacco Control
Position Reports to:
Community Transformation Grant Program Manager
The Fund for Public Health in New York, Inc. (FPHNY) is a 501(c)3 non-profit organization that is dedicated to the advancement of the health and well-being of all New Yorkers.  To this end, in partnership with the New York City Department of Health and Mental Hygiene (DOHMH), FPHNY implements programs to address pressing public health needs, fosters private sector support to enhance health and health care, and helps educate the public regarding the protection of individual, family and community health.

The Fund for Public Health in New York (FPHNY) seeks a Community Transformation Grant Program Coordinator, funded through a Community Transformation Grant (CTG) from the Centers for Disease Control and Prevention (CDC) and is renewable for up to five (5) years.  This grant supports an integrated set of complementary evidence-based activities to bring about environment, program, and infrastructure changes to improve health outcomes by preventing the leading causes of death and disability across the life span for all New Yorkers, particularly those who experience disparities in health.  

It is the intention that any individual hired by FPHNY will become a DOHMH employee during the term of the CTG, subject to completion of all DOHMH qualification and New York City residency requirements and receipt of all necessary approvals. 

This position will be housed within the Bureau of Chronic Disease Prevention and Tobacco Control, which is in the DOHMH Division of Health Promotion and Disease Prevention. The bureau spearheads programs and initiatives to reduce the burden of chronic diseases and to address the underlying risk factors that lead to them, such as poor nutrition, physical inactivity and tobacco use. The Bureau promotes healthful environment and systems changes in the food and physical environment and develops programs that promote physical activity, healthy eating and smoking cessation. The Bureau also develops innovative strategies to convey critical health messages to the public. 
POSITION OVERVIEW:

Under the guidance of the CTG Program Manager, the CTG Program Coordinator will provide program coordination for the New York City Community Transformation Grant in the Bureau of Chronic Disease Prevention and Tobacco Control including: liaising with the various grant stakeholders including CTG program staff, health department staff, partners and the Fund for Public Health in New York, coordinating meetings and fostering clear communication, coordinating the hiring and contracting processes and ensuring rigorous grant reporting and wide dissemination of grant successes. 
RESPONSIBILITIES:
· Coordinating hiring activities, liaising with FPHNY staff and health department  and ensuring that all positions are filled with appropriate hires and managing recruitment logistics
· Coordinating internal and external CTG reporting activities as well as development and dissemination of grant success stories

· Coordinating and participating in meetings with program staff, the Fund for Public Health in New York and other stakeholders

· Liaising with health department program staff in order to monitor progress of CTG intervention objectives

· Working with the core administrative team to coordinate contracting and other procurement activities

· Drafting reports, power point presentations and other grant-related materials
· Assisting in other related program management activities
· Performing any other organization related duty or project as necessary
PREFERRED SKILLS:
· Demonstrated capability in program or grant management
· Excellent organizational skills and highly detail-oriented
· Excellent oral and written communication skills

· Demonstrated ability to effectively establish and maintain working relationships with peers and constituents at all levels of the organization
· Demonstrated ability to manage budgets and administrative functions

QUALIFICATION REQUIREMENTS:

1. A master's degree from an accredited college in economics, finance, accounting, business or public administration, human resources management, management science, operations research, organizational behavior, industrial psychology, statistics, personnel administration, labor relations, psychology, sociology, human resources development, political science, urban studies or a closely related field, and two years of satisfactory full-time professional experience in one or a combination of the following: working with the budget of a large public or private concern in budget administration, accounting, economic or financial administration, or fiscal or economic research; in management or methods analysis, operations research, organizational research or program evaluation; in personnel or public administration, recruitment, position classification, personnel relations, employee benefits, staff development, employment program planning/administration, labor market research, economic planning, social services program planning/evaluation, or fiscal management; or in a related area. 18 months of this experience must have been in an executive, managerial, administrative or supervisory capacity. Supervision must have included supervising staff performing professional work in the areas described above; or

2. A baccalaureate degree from an accredited college and four years of professional experience in the areas described in "1" above, including the 18 months of executive, managerial, administrative or supervisory experience, as described in "1" above.

SALARY AND BENEFITS:
FPHNY offers a comprehensive benefits package.  The salary range for this position commensurate with experience and is dependent upon experience and salary history.


TO APPLY:
To apply, send Resume (including month/year for each work experience), with Cover Letter including current/last salary to:  publichealthjobs@fphny.org
 indicating “ CTG Program Coordinator_your name” in subject line.  
PLEASE NOTE:

Any individual selected to fill this CTG-grant funded position may be hired either by FPHNY or directly by the NYC Department of Health and Mental Hygiene (DOHMH). It is the intention that any individual hired by FPHNY will become a DOHMH employee during the term of the grant, subject to the receipt of all necessary approvals.

The Fund for Public Health in New York, Inc., is an Equal Opportunity Employer and encourages a diverse pool of candidates to apply.
