	PRIMARY CARE INFORMATION PROJECT


Events Coordinator
Be part of the NYC Regional Extension Center for Health IT to help physicians improve health with electronic health records 

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 – NYC REACH. To find out more about this ground-breaking project visit us at www.nyc.gov/pcip or www.nycreach.org.

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 seeking an Events Coordinator who will be responsible for overseeing events at PCIP. The Events Coordinator will develop and coordinate events to help educate and train physicians on using health information technology to improve patient care. A passion for improving health care in New York City is a plus for this position. We have an aggressive agenda in place, and the ideal candidate will:  

· Coordinate with PCIP teams to schedule seminars, classes, and other provider education events across New York City

· Maintain schedule of events offered by PCIP, other Health Department bureaus, and other relevant organizations for internal and external use
· Work closely with Training Manager to track and report on class registration and attendance 
· Work closely with Communications team to promote upcoming classes 

· Act as point of contact for event attendees prior to event

· Handle logistics for webinars and other online trainings

· Manage registration landing pages and review registration lists prior to events

· Plan for and manage all event logistics, including on-site support (some travel thoughout the boroughs)
· Run on-site registration for events

· Prepare documents and hand-outs required for events

· Prepare event spaces to ensure proper set-up of catering, audio-visual, and other requirements

· Maintain list of event spaces across New York City, make recommendations on appropriate locations for events based on size, audience, and resources available

· Report on trends in event registration and attendance, make recommendations for improvements

PREFERRED SKILLS:

· Bachelor’s degree with at least 6 months of administrative experience in an office setting
· Highly organized and detail oriented, able to manage several projects at once
· Excellent proof-reading skills

· Ability to handle multiple projects and work collaboratively on a team
· Knowledge of Excel, Word, PowerPoint required, database experience a strong plus
To Apply:

FPHNY offers a competitive salary and benefits package. If you would like to be considered for this opportunity, please submit your resume, with cover letter including salary requirements, to publichealthjobs@fphny.org.  Please indicate “Events 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.

