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Physical Activity Coalition of Manitoba




                                  Physical Activity Coalition of Manitoba (PACM)
Position Description

Title:



PACM Project Coordinator
Accountable To:

PACM Executive
Supervised By:

PACM Chair

Employment Status:
 7 month contract (.7 EFT) with potential for a 12 month renewal (equivalent to $28,300/year)
Effective Date:

August 25, 2008
POSITION SUMMARY
PACM is a group of organizations across the province whose mission is to support increased physical activity among Manitobans through collaboration, promotion and education. 

In partnership with Manitoba Healthy Living, PACM is responsible for hiring and supervising a Coordinator to carry out the Fueling Physical Activity Project. The PACM Project Coordinator is responsible for designing and implementing the Fueling Physical Activity project as well as providing administrative support to PACM. The Coordinator will build capacity within PACM, improve communication and increase PACM’s visibility. The Coordinator will engage community partners in promoting the importance of physical activity and healthy eating. The Coordinator will also work to provide parents with healthy living information that can assist them in providing a healthy environment for their children. The PACM Project Coordinator also provides coordinative support to PACM, including administering meetings, facilitating communications and spearheading efforts at sustainability and growth.

DUTIES AND RESPONSIBILITIES
Program Project Management
Fueling Physical Activity Project

Carries out the deliverables and meets the Fueling Physical Activity project outcomes, as directed by PACM.

Fueling Physical Activity Project Management duties include:

· Conducting an environmental scan of existing resources in the area of physical activity and healthy eating initiatives.
· Assembling existing tools and resources and developing a report that identifies gaps, recommended action steps, timelines, budgets and outlines goals and objectives.  

· Developing quarterly reports to outline progress of the project.

· Designing and implementing the recommended action steps for the project.

· Developing a community outreach workshop delivered by post secondary students.

· Assisting in the hiring and supervision of post secondary students.

·  Developing community tools and resources that educate, bring awareness and assist in the implementation of healthy lifestyle choices for families. 
· Managing the project budget.

· Making connections and corresponding with communities.

· Disseminating information.

· Organizing community events and schedules.

· Conducting evaluations
· Other relevant tasks related to the Fueling Physical Activity Project as required
PACM Administration

Working with the PACM Chair, provides coordinative support to assist with the management of PACM. 

Duties can include:

· Compiling reports for quarterly PACM meetings and PACM Executive meetings
· Managing PACM membership databases, listserv and other databases as required
· Managing PACM budgets

· Researching and drafting documents as opportunities arise for PACM

· Attending PACM General, PACM Executive and task group meetings and provide assistance as needed
· Providing assistance in the planning of the PACM AGM

· Preparing motions as required

· Assisting with the management of the PACM website.
·  Sending out calls for nominations and affiliation invoices as required. 
· Disseminating information as required

· Liaising with community partners, answering questions and providing PACM information as requested

· Other relevant tasks related to PACM as required  

THE IDEAL CANDIDATE WILL HAVE:
· Bachelor’s degree in the area of physical activity, nutrition, recreation, or closely-related health promotion field.
· experience in program planning, development, implementation and evaluation, marketing and promotion, budget administration, and volunteer training and recruitment
· working knowledge of computer programs including: MS Word, MS Excel and the Internet
· ability to communicate effectively and prepare clear and concise written and oral reports
· flexibility in hours of work and the ability to work independently as well as working well in a team environment
Ability to travel to meetings is necessary.
SALARY
7 month Term with potential for a 12 month renewal – Equivalent to $28,300/year (.7 EFT)
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