ROCKINGHAM COMMUNITY ACTION
HUMAN RESOURCES
	JOB REQUISITION

	Attach Job Description
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POSITION  TITLE:
Special Projects Coordinator
	DEPARTMENT:
Admin


	
	

	PROGRAM:
Admin
  
	SUPERVISOR:
Greg Schneider

	


	NEW POSITION:   FORMCHECKBOX 
        
	REPLACEMENT:   FORMCHECKBOX 

	DATE:  3/15/2010

	

	SUGGESTED SALARY:  $ negotiable 
	HOURS PER WEEK :  35   
	WEEKS PER YR:  52

	

	EDUCATION:    
	High School:   FORMCHECKBOX 
     
	College Degree:   FORMCHECKBOX 

	Field of Study:       

	

	PREVIOUS TRAINING OR EXPERIENCE NEEDED:  The Special Projects Coordinator provides administrative support and direction for start up ventures of Rockingham Community Action, Inc., and its collaborative partnerships as well as long and short term assistance and support to existing programs and client services.
Strong interpersonal skills with the demonstrated ability to interact effectively with diverse populations; Demonstrated competency in program planning, project design, implementation, and evaluation;  Financial management and budget analysis skills required;  Experience working with a variety of stakeholders including clients, health care professionals, community leaders, government officials, and social service providers; Demonstrated ability to function within the context of a team with flexibility, commitment and professionalism; Strong community relations skills are a necessity.


	


	TYPE OF POSITION:                   
	Full Time:
 FORMCHECKBOX 
    
	Part Time:
 FORMCHECKBOX 

	Temporary:
 FORMCHECKBOX 

	Until:       

	
	Exempt: 
 FORMCHECKBOX 

	Non-exempt: FORMCHECKBOX 

	Youth:
 FORMCHECKBOX 

	On Call:  FORMCHECKBOX 


	

	JOB LOCATION:  
Portsmouth, NH

	










	POSITION REQUIRES EMPLOYEE'S OWN TRANSPORTATION:  
	Yes:
 FORMCHECKBOX 

	No:
 FORMCHECKBOX 


	  

	SOURCE OF FUNDING:  CSBG-ARRA
This position funded completely or in part by funds from the American Recovery and Reinvestment Act of 2009.

	









	POSITION POSTED:
   
	In-House (includes web site):
 FORMCHECKBOX 

	Outside:
 FORMCHECKBOX 

	Simultaneously:
 FORMCHECKBOX 



	1st ADVERTISE IN:
	Craig’s List
 FORMCHECKBOX 

http://nh.craigslist.org
	EEO List  FORMCHECKBOX 

	NHES JMS    FORMCHECKBOX 

NH Employment Security

	
	NH Non Profits    FORMCHECKBOX 

www.nhnonprofits.org
	Other: www.nh.gov/recovery

	Other:       


	
	Director, please initial
for advertising:___________

	PROGRAM APPROVAL:
	Program Director

	FISCAL APPROVAL:

	Ronald Ross, Fiscal Director


	EXECUTIVE ADMINSTRATOR APPROVAL:      
	Greg Schneider, Executive Administrator


Send resume or letter of interest to:

Human Resources
Rockingham Community Action, 7 Junkins Ave., Portsmouth, NH  03801
Fax:  603-430-4936
Apply online at:  hr@rcaction.org    
	Resume/letter must be received by:  03/21/2010                              
	CLOSING DATE:  03/21/2010
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