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DAWSON COUNTY GOVERNMENT

25 Justice Way, Suite 2233

Dawsonville, GA 30534

(706) 344-3501

YOUTH DEVELOPMENT (ALCOHOL INITIATIVE PROJECT COORDINATOR)
DAWSON COUNTY FAMILY CONNECTION  
Full Time/Salaried/Grant Funded/ Exempt

 JOB SUMMARY

This position provides overall management on all aspects of the Department of Behavioral Health Developmental Disabilities-Office of Behavioral Prevention’s Alcohol and Substance Abuse Prevention Project contract.  
 ESSENTIAL DUTIES

· Submit progress report and all financial reports per DBHDD contract guidelines.
· Work closely with Alcohol Prevention Project Evaluator to create evaluation Plan and annual evaluation report.  

· Participation at all required training events, conferences and statewide campaigns. 

· Ensure implementation plans reflect strategies that address current data and community assessment.  

· Submit, maintain and provide all documentation and data per Strategic Planning phases as requested by  DBHDD-OBHP 

· Prepare preliminary annual budget for Underage Drinking Prevention Project

· Communicate needs with vendors and subcontractors; follow-up and resolve problems/discrepancies when required

· Maintain participation in local coalition that supports the goals of the Alcohol and Substance Abuse Prevention Project. 
· Convene and utilize the local Community Prevention Alliance Workgroup (CPAW), a community workgroup representing stakeholders from various sectors of the community with an interest in reducing underage drinking.
· Obtain and submit to DBHDD-OBHP MOU’s from CPAW members and community partners within 30 days of each contract initiation.  Engage community partners by increasing their awareness of underage use of alcohol, the risks of underage drinking and their role in preventing underage drinking through messaging, speaking at events and participation in resource fairs and other activities when they become available.

· Keep “Be The Key” underage drinking pages on CAPA website updated.

· Ensure that all additional contract deliverables and reporting requirements are met within required time frames
· Stay current on new platforms and methods that will enable better access to target groups; i.e. parents and youth

· Work  toward becoming credentialed through the Prevention Credentialing Consortium of Georgia (PCCG) at the level of Prevention Apprentice or above

· Performs other related duties as assigned.
 KNOWLEDGE / SKILLS / ABILITY

KNOWLEDGE OF:
· Typical office computer software: Microsoft Word, Excel, PowerPoint, Wordpress, internet software, social marketing (Website, Facebook, Twitter, etc.)   and media design using Publisher
· Modern office management practices and procedures Research skills regarding public health issues
· County and department policies and procedures.
· Social media platforms

· Preferred knowledge of Prevention Program development
SKILLLED IN: 

· Organizing and prioritizing work
· Performing mathematical calculations
· Interpersonal relationships/relationship building; dealing with the public, public speaking, and group facilitation
· Operating such office equipment as a computer, calculator, copier 
· Strategic planning and implementation, along with prevention program development
· Data compilation, tracking and interpretation

· Verbal and written communication
· Event planning

· Leadership skills
ABILITY TO:

· Organize and manage multiple projects and priorities
· Work independently on assigned tasks as well as to accept direction on given assignments 
· Ability to work effectively with coalitions or groups

· To be flexible while following through on assignments, creative, open-minded and persistent
 COMPLEXITY
The work consists of related administrative functions and specific program duties.  Time constraints, the variety of situations encountered, fluctuating deadlines, changing engrained community perceptions and behaviors, and contact with the public contribute to the complexity of the work.

CONTACTS

· Contacts are typically with co-workers, community leaders, out-of-county agencies, vendors, general public, youth and making a point to reach individuals from specific sectors of the community. 
· Contacts are typically to give and exchange information, increase awareness, resolve problems, and create partnerships in carrying out activities and events.  
 ADA MINIMUM REQUIREMENTS
Scope of Performance: The purpose of this position is to create and implement strategies identified by completing fully the steps of the Strategic Prevention Framework process to decrease underage drinking in Dawson County guided by the Department of Behavioral Health Developmental Disabilities-Office of Behavioral Health Prevention’s State contract.  Successful performance ensures implementation of approved strategies that will increase community awareness and knowledge of risks of underage drinking, and change behavior and perception to moving closer to the community norm.

Physical Ability:  The work is typically performed while sitting, standing, walking, and bending.  Must be able to use body members to move or carry objects or materials; must be able to lift light and heavy objects, up to 5 pounds regularly and exert up to 20 pounds of force occasionally. Physical demand requirements are at levels of those for sedentary work. 

Environmental Factors: The majority of the work is performed in an office, but periodically outside on school and Park & Recreation property to put up banners and signs, and other business premises for special events in an effort to reach youth and the general public
 SUPERVISORY AND MANAGEMENT RESPONSIBILITY

Responsible for overseeing the functions of the Community Prevention Alliance Workgroup (CPAW) and all subcontractors related to the prevention contract 

Reports to Underage Drinking Prevention/Family Connection Coordinator
 MINIMUM QUALIFICATIONS
· Bachelor’s degree in a related field (marketing, social work, public health –Health Promotion, education, psychology or closely related field), and preferably at least two years’ experience in a human service delivery or other community-based programs or five years’ experience performing work related to area of assignment.  

· Possess a valid Georgia driver license and a satisfactory Motor Vehicle Record (MVR). 
· Successfully pass a background check and drug screening. 

The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position. The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.

I have read the above job description and understand the requirements. 

Signature: ___________________________________ 

Date: ________________ 

Witness:   _________________________________________________________

