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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 (Manitoba Fitness Council)
Employment Status:
Contract June 2015 to March 31, 2016
Effective Date:

As soon as possible (June 2015)
Application Deadline: 
Friday, May 29, 2015 
POSITION SUMMARY
PACM is a coalition of organizations from across the province whose mission is to support our partners in their initiatives to increase physical activity among Manitobans through collaboration, promotion and education. 

In partnership with the Manitoba Healthy Living and Seniors, PACM is responsible for hiring and supervising a Coordinator to carry on the work of PACM. The strategic direction has been set through a consultation process with all the PACM partners. This position will focus on attaining some the key outcomes of the strategic plan which included:

Organizational Activities include:

1.  Provide leadership in distribution of the Active Healthy Kids Canada Report Card. 

· To develop and administer a distribution plan for disseminating the Active Healthy Kids Canada Report Card.

· Offer a webinar or workshop on the report card in partnership with Active Healthy Kids Canada.

2.  To continue to work with the updated Manitoba Physical Activity Action Plan.

· Engage key provincial, regional and local physical activity stakeholder organizations to provide input and direction task groups when applicable.

· Draft proposed updates to the plan and share with key stakeholders.

· Work within the framework created for the evaluation of the plan, and  track progress

3. To enhance membership and partnership strategies that support collaboration and networking among organizations, agencies, communities and government departments locally, regionally and provincially.  Activities will include (but not limited to):

· Planning and implementing bi-annual membership meetings including an educational component.

· Develop and implement a communication plan for PACM including recommendations for the website, subscriber email list, list serve, and email lists, and/or other media.

· Work with the PACM Executive to recruit and retain PACM members to ensure key stakeholders are represented. 

DUTIES AND RESPONSIBILITIES
· Contractor will be responsible for the coordination of the following, including but not limited to:

· Implementation of the PACM work plan as it relates to the organizational goals, in consultation with and as approved by the PACM Executive Committee.

· Written progress reports for the PACM Executive Committee as required.

· Written final report for the PACM Executive Committee and Funder.
· Connect task groups with executive, attend task group meeting as required

· Disseminate information from the task groups as required
· Other relevant tasks related to PACM as required and mutually agreed to by the Contractor and the PACM Executive Committee.

Contractor will be expected to:
· Attend and participate in PACM Executive Committee and membership meetings.

· Maintain regular contact with the PACM Chair.
· Maintain a written record of project activities and be responsible for producing the project’s final report for review and approval by the PACM Project Committee and the PACM Executive Committee. 
THE IDEAL CANDIDATE WILL HAVE:
· Bachelor’s degree or relevant training and experience in: Health, Active Transportion, Recreation, and /or Physical Activity.
· Relevant experience in partnership facilitation.
· Demonstrated ability to develop and facilitate processes and partnerships for strategy implementation. 

· 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
· Superb organizational skills
· Experience working with volunteer boards and/or committees
· Understanding, knowledge and /or experience working in a rural, remote and First Nation communities in Manitoba.
· Flexibility in hours of work, the ability to work independently as well as working in a team environment
**Ability to travel to some meetings is necessary.
SALARY
Successful Candidate:

· Contract value is $1000 per month will likely work an average of 10 hours per week. which equates to an approximate compensation of $25 per/hour
· This term position will end March 31, 2016
Application Process

· Applications will be received at the Manitoba Fitness Council by:

· Email Attention: Stephanie Jeffrey  sjeffrey@manitobafitnesscouncil.ca
· In Person to: The Manitoba Fitness Council office located at 219 Provencher Blvd

· By Fax: to the Manitoba Fitness Council 1-204-235-1273 or
· By Regular mail to: 

The Manitoba Fitness Council

Attention: Stephanie Jeffrey

219 Provencher Blvd

Winnipeg, MB

R2H 0G4

· Questions can be directed to Stephanie Jeffrey at 1-204-235-1245 or by sending an email to: sjeffrey@manitobafitnesscouncil.ca
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