Central Nebraska Council On Alcoholism And Addictions, Inc.
Job Description

TITLE:    Tobacco Free Hall County Coordinator
MAIN FUNCTIONS

· Coordinate tobacco control issues for TFHC Coalition to include components of education, environmental strategies, and community interventions.

· Provide tobacco control education, consultation, and technical assistance to community organizations, task forces, partners, and other change agents.

· Assist with grant writing for tobacco control issues.

· Collaborate with existing and new partnerships targeting positive changes in community health.

DUTIES AND RESPONSIBILITIES

· Facilitate monthly/quarterly Coalition meetings.
· Consult with Coalition, Tobacco Free Nebraska (TFN) technical assistance personnel, and additional funders for the development of prevention strategies that target current needs.

· Provide tobacco education programs upon request.

· Educate youth, adults, and the community-at-large about tobacco policy changes.

· Respond to media requests and promote earned media opportunities.

· Provide evaluative information on grant deliverables via TRAIN software in a timely manner.
· Attend continuing education workshops, meetings, conferences, and classes related to job responsibilities.

· Assist in research, planning, and evaluation activity of coalition initiatives with coalition partners.

· Organize and conduct youth leadership development activities and/or activism events related to tobacco control.
· Keep minutes for TFHC meetings, create and maintain Coalition membership list.

· Maintain TFHC website, social media, and e-mail database.
· Initiate and coordinate collaborative efforts with GISAPC related to tobacco and may include compliance checks.
· Work with law enforcement and others related to Clean Indoor Air enforcement issues (may include State Patrol, County Attorney, Judges, Central District Health Department Staff, and other local law enforcement officials.
· Comply with all CNCAA policies and procedures, rules and regulations. Responsible to CNCAA Executive Director. 
QUALIFICATIONS

· BA/BS Degree in Education, Human Services, or related field required. Basic knowledge of what constitutes tobacco control and related issues required.  Some knowledge and experience in the area of prevention is desired but not required. Must have and maintain at all times, a valid Nebraska Divers License, and a good driving record.  Must be able to utilize personal transportation during work time.

ABILITIES

· Ability and willingness to work within a team to achieve Coalition goals.

· Ability to establish and maintain effective working relationships with Coalition partners and other community organizations.

· Ability to communicate effectively in oral and written form.

· Ability to train/teach/mentor youth and/or coalition partners as needed.

· Ability to develop and deliver educational programs.

· Willingness to adapt to changing circumstances as needed.

HOURS OF WORK:  General office hours are 8:30 a.m.- 5:00 p.m., Monday through Friday with one hour allowed for a daily lunch break; some evenings and Saturday hours will be required.  This position will be allowed to adjust work hours within a flextime schedule as the need presents itself.  The work week begins Monday morning at 12:01am and ends Sunday evening, 11:59pm.  Some in and out-of-state travel may be required.
RATE OF PAY:   This position is contingent upon continued grant funding; as per grant with approval from the CNCAA Executive Director and the Board of Directors.  
BENEFITS:   Paid Vacation and Sick Leave; Optional participation in the Simple IRA (after one year of employment and/or earning at least $5,000 during the previous calendar year) and Flexible Employee Benefit Plan.

The above is intended to describe the general content of the requirements for the performance of this job.  It is not to be construed as an exhaustive statement of duties, responsibilities, or requirements.  In no way does this job description constitute a contract, implied or otherwise.
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