???? It Takes A Community Drug & Alcohol Prevention Coalition

ITAC Program Director (PD) Job Description

General Statement of Duties
The Program Director (PD) is the person who provides programmatic oversight of the grant and

is accountable to the Authorized Organizational Representatives (AOR) and Board of Directors

(BOD) of ITAC. The AOR and Program Director are responsible for the day-to-day running of the

coalition, administration, program planning, implementation and evaluation, financial

management and reporting and oversight of personnel and project management.

Job Duties and Responsibilities

1.

Assists and reports to the AOR, as well as collaborating with BOD & other Key Personnel
(KP).

Lead the coalition in its projects within the community to reduce substance use among
youth and build capacity.

Oversee all activities under the direction of the AOR and BOD: assessments, planning and
implementation of strategies and events to ensure they are completed on time and within
budget.

Provide programmatic oversight of the grant.

Manage the work of the coalition and program activities, including training, coalition
communication, data collection and information dissemination in a timely manner.
Assist the AOR in project activities, assessments, planning and implementation of
strategies and events to ensure the coalition is meeting the goal and objectives of the
project.

Development of procedures (commensurate with established DFC Grant/CDC policy and
adopted ITAC bylaws) to facilitate grant implementation, completion of action plan
activities, and respond to ITAC Coalition tasks/expectations.

Make arrangements for all Coalition meetings to include associated tasks as

follows:

a. Compile and forward to appropriate membership meeting agendas and

necessary attachments as warranted by agenda items.

b. Work with other KP to find/arrange/coordinator speakers or presentations.

c. Attends all Coalition meetings, transcribes and disseminates meeting minutes, as
necessary, in a timely manner (within 2-weeks of the meeting date);

d. Determines and schedules rooms for meetings;

e. Determines and makes arrangements to address technology needs and setup;

f. Purchases and/or makes arrangements for refreshments.

ITAC's mission is to prevent youth substance use by empowering our community with
conversations, education, and access to support.



9.

10.
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Provides project support assistance in collaboration with the AOR and Project Coordinator:
a. Manage coalition website and social media with Project Coordinator

b. Conduct and manage basic internet and database searches including but not limited to:
compiling relevant data, investigate potential new grants etc;

c. Under the direction of the Board of Directors and/or AOR prepare budget worksheets
(per Federal guidelines) and purchase orders in accordance with established procedures to
acquire required grant materials; follow-up on issued RFPs or bids to secure
documentation and/or letters of support; obtain required signatures on various grant or
Coalition documents.

d. Assists AOR/other KP in development of data collection tools (e.g., adult and/or student
surveys; focus group and/or interview questions, and other grant related data
requirements) and protocols to evaluate the efficacy of ITAC strategies; facilitates the
implementation of data collection methods, tools and evaluation measures for grant
activities. Gathers, manages and analyzes collected data in collaboration with the external
evaluator and other KP. Documents findings and progress of programs in written annual
reports to the ITAC Coalition.

d. Prepares materials and provides presentations to ITAC Coalition members

e. Assists the AOR in the planning, coordinating and implementation of educational and
training activities for the Coalition members and/or wider community as per the action
plan.

Perform all other assigned duties, including attending PRC meetings and additional
meetings as needed, and disseminating information to the Board of Directors and the
General Coalition.

Job Skills and Abilities

1.

Skills in non-research program administration, such as: program planning and
implementation, program evaluation, performance monitoring, financial management and
reporting, budget management and administration, personnel management, or project
management.

Strong communication and interpersonal skills

Experience with website management, social media, and general computer software for
record keeping and report preparation.

Salary Range:

This position is paid hourly, with no benefits. Current hourly rate is $23/hour.

This will be reviewed annually by the BOD.

ITAC's mission is to prevent youth substance use by empowering our community with
conversations, education, and access to support.
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Hours:

This part-time position will require hours mostly on weekdays (Monday-Friday) with some
evenings and weekends as required by coalition activities. The schedule is flexible based on
availability and grant need; usually 20 hours per week, but weekly hours may fluctuate depending

on planned activities.

Qualifications:
Preferred Associate’s Degree or equivalent in community health promotion and wellness,
psychology, social work or other related health field, or a combination of relevant education,

training and experience.

Travel:
Mostly local travel within WNY. Up to two or three weeks per year, interstate travel to CADCA
trainings and conferences (paid for by grant funding).

ITAC's mission is to prevent youth substance use by empowering our community with
conversations, education, and access to support.



