[image: image1.jpg]P 3
REDWOODACOMMUNITY

HEALT%OALITION

Serving Sonoma, Napa, Marin & Yolo Counties







Job Description

Program Manager 

Health Access Programs/ Healthy Kids Sonoma County/
POSITION SUMMARY:  Redwood Community Health Coalition (RCHC) is a network of 14 non-profit community health centers providing primary and preventive health care services in Marin, Napa, Sonoma and Yolo counties. RCHC’s mission is to improve access and quality of care to underserved and uninsured people in the communities served by RCHC’s health centers.  Under the supervision of RCHC’s Director of Government & Community Relations, the Program Manager will oversee and manage the work of RCHC's Health Access programs, which include Healthy Kids Sonoma County, the Food Stamp Outreach and Enrollment Program, and the One-e-App initiative. The Project Manager will work collaboratively with Redwood Community Health Coalition’s executive staff and Healthy Kids Sonoma County’s Steering Committee to ensure maximum effectiveness of these programs.

ESSENTIAL FUNCTIONS: 
· Oversees a diverse range of administrative and programmatic activities for RCHC Health Access Programs including but not limited to: planning and coordinating Healthy Kids Sonoma County Steering Committee and subcommittee meetings and providing technical support such as conducting meetings, developing agendas, recording minutes and distributing handouts and materials for the chair of the Healthy Kids Sonoma County Steering Committee

· Facilitates communications among Healthy Kids Sonoma County Steering Committee, Healthy Kids staff and enrollment workers and RCHC executive staff by maintaining a communications portal and database, and convening regularly scheduled meetings to promote teambuilding, training and effective program implementation 

· Monitors grant objectives, recordkeeping, and budgets.  Prepares quarterly and annual progress reports for funders. Regularly reports the status of all Health Access programs to the Healthy Kids Steering Committee and RCHC management

· Supervises and manages the work of the Healthy Kids Program Coordinator, Training Specialist and administrative support staff


· Writes funding proposals to support the work of RCHC Health Access programs


· Plans and implements public events that raise awareness and educate community members about Healthy Kids Sonoma County and RCHC’s other Health Access programs

· Participates in California Children’s Health Initiatives (CCHI)

· Provides oversight of consultants/service contracts and supervision of program staff

ADDITIONAL RESPONSIBILITIES:
Performs other tasks as assigned.
KNOWLEDGE, ABILITIES, AND QUALIFICATIONS:
· Strong project planning and program management skills

· Meeting planning and facilitation skills

· Excellent verbal and written communication skills 
· Public speaking and presentation skills

· Effective staff supervision and interpersonal skills
· General understanding of the healthcare delivery system, healthcare financing and primary care medical home models
· General understanding of quality improvement methodologies for program design and evaluation

· Experience staffing community-based steering groups or similar governance structures

· Experience with proposal development

· Ability to work some evenings and weekends

· Ability to provide own transportation and proof of automobile insurance 

PREFERRED EXPERIENCE OF QUALIFIED CANDIDATES:
· 3 to 5 years experience in project management within health care, community health provision, community-based non-profit program development or other related fields
· Experience working with community health center staff
· Knowledge of training program design and implementation  is highly desirable

· Grant writing experience is highly desirable
· Master’s degree in one of the following or a related field: Health Administration, Public Health, Public Administration, Non-Profit Administration or other related field

· Proficiency in spoken and written Spanish is highly desirable

WORKING CONDITIONS: 

· Work is normally performed in a typical interior/office work environment. 

· The Redwood Community Health Coalition provides all training required by OSHA to ensure employee safety.  No or very limited physical effort required. No or very limited exposure to physical risk.

· Competitive salary and benefits. 

Please submit resume by fax to Mr. Pedro Toledo at (707) 792-7910 or e-mail ptoledo@rchc.net.  
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