Special Projects Manager
MAPP Coordinator

Major Responsibilities and Success Measures
JOB SUMMARY:
Under administrative direction, is responsible for managing and coordinating complex administrative projects or activities that require a high degree of specialized knowledge. Conducts research, provides data, makes recommendations, and implements solutions to achieve project goals and objectives. Exercises direct supervision over professional and clerical support staff.

MAJOR RESPONSIBILITIES:

1. Manage and coordinate projects and activities between various public health and social service partners from City Departments, public agencies, and private sector representatives, such as the MAPP Process, and the Alliance for Community Health.    

· Facilitate and coordinate Alliance for Community Health, including Steering Committee.
· Document progress of projects and activities.

· Maintain accurate contact information on all partners in database format.

· Educate partners (locally and nationally) on the progress of the MAPP process in San Antonio through presentations/trainings.

· Continue recruitment of organizations and individuals into the Alliance for Community Health.
· Initiate and maintain communication with partners on all projects and activities.

2. Responsible for completing and submitting specialized reports as required by management, as well as the National Association for County and City Health Officials, the Centers for Disease Control and Prevention, and the Texas Department of State Health Services.

· Serve as point of contact between SAMHD and NACCHO and DSHS as appropriate.  

· Serve on NACCHO’s National MAPP Workgroup, and participate in all in-person meetings as well as conference calls.

· Submit all required reports on-time.

· Maintain hard copy or electronic copies of all reports submitted.

3. Coordinate and facilitate monthly workgroup meetings of public health and social service partners within the community to address the priority public health issues identified through the Alliance for Community Health. (Public Policy, Tracking Change, Community Health Environmental Coalition, Sense of Community, Healthy Lifestyles, Access to Care)  Workgroup members include representatives from various City departments, public agencies, non-profit agencies, and the private sector.

· Maintain documentation of all meetings, including agendas, minutes, and attendee lists.

· Document progress of committees/work groups.

· Provide any and all technical assistance to committees/work groups as needed. 

· Maintain accurate rosters for all committees/workgroups. 

4. Organize quarterly continuing medical education (CME) events in coordination with local hospital (CHRISTUS Santa Rosa Hospital) for local physicians, nurses, and public health professionals focusing on high priority pubic health issues.   
· Work with CME coordinator at hospital to plan and carry out quarterly events.  
· Assist in the recruitment of speakers per Director’s guidance.
· Serve as point of contact between speakers and hospital to complete all documentation required for CME authorization.

· Distribute invitation flyer to all contacts within the public health system.

· Assist coordinator in on–site registration needs for all events.

5. Provide guidance and technical assistance to internal programs (i.e. Steps to a Helathier San Antonio) in the development and recruitment of community based collaborations and consortiums.    

· Work with Steps to a Healthier San Antonio staff to develop strategies for recruiting consortium members, and provide technical assistance for developing action plans and or strategic plans.  
· Provide technical assistance on the development of infrastructure, governance, and guiding principles for collaborations and or consortiums.

· Document progress on the development of new collaborations and consortiums in accordance with funding requirements.

EDUCATION AND EXPERIENCE:

1. Bachelor’s Degree from an accredited college or university with preferable coursework in Public Health, Health Education, Sociology, Public Administration, or a related field. A Master’s Degree in a related field is highly desirable. 

2. Three (3) years of increasingly responsible experience in public health, planning, education, or a related field. 

3. Two (2) years of supervisory experience.

4. Or Equivalent combination of education and experience.
