Administrative Coordinator 

RWJF Center to Prevent Childhood Obesity

100% FTE

Salary commensurate with Experience 
Organizational Overview
This professional administrative level position is available immediately. PolicyLink is a national research and action institute advancing economic and social equity by Lifting Up What Works.®

Position Overview  

PolicyLink in partnership with The Arkansas Center for Health Improvement (ACHI) has established the new Robert Wood Johnson Foundation (RWJF) Center to Prevent Childhood Obesity (CPCO). The new Center will serve at the lynchpin of the Foundation’s strategy to reverse the childhood obesity epidemic by 2015. Reversing the epidemic will require strategic coordination and leveraging of RWJF programs and affiliated resources. To accomplish this goal, the center will also create a “campaign”or national movement that will make long-term changes to support and promote healthy environments. 

Under the leadership of ACHI and PolicyLink, the RWJF CPCO will focus its efforts in five distinct areas:
1 Support and coordinate efforts with existing RWJF National Program Offices (NPOs) working in the childhood obesity area to aggregate the power and influence of groups already funded by RWJF and other partners.

2 Working with both NPO leadership and other networks addressing the obesity epidemic, make technical assistance available to build the capacity and leadership of the movement and reach out to other groups and constituencies to expand the field.

3 Design and implement national, state, regional, and local policy agendas for reducing childhood obesity with an emphasis on the needs of low-income communities and communities disproportionately burdened by the obesity epidemic.

4 Synthesize the science and best available evidence to ensure policies and activities are built on what works and revised when necessary to reverse the course of the childhood obesity epidemic.

5 Advance effective communications and media strategies to increase public awareness, build public will to reverse the epidemic, and support the policy campaign. 

Essential Responsibilities 

· Responsible for overall administrative duties related to RWJF obesity project

· Serving as events coordinator, has primary responsibility for scheduling meetings, events and activities  

· Accompany team on visits to sites and ensure smooth operations of trainings 

· Works closely with Deputy Director and other team members to maintain systems and procedures to guide work

· Creates and maintains database including contacts, referral resources, NPOs and grantees and others 

· Takes notes and minutes and ensures timely completion and  submission

· Schedules regular calls with ACHI, RWJF, NPOs, and PolicyLink communications office

· Participates in creation of written documents

· Travel as needed 

Qualifications

· Demonstrated skills in coordinating and events management

· Detail oriented, accurate, and timely with assigned tasks. 

· Ability to handle multiple priorities and complete multiple tasks in a timely manner. 

· Ability to take initiative, consult, share information and ask questions as needed. 

· Ability to work effectively in a fast paced environment, as part of a team or independently

· Strong interpersonal skills and good team player

· Good written and verbal communication skills

· Bachelor’s degree with at least two years experience in fast paced environment

APPLICATION PROCESS
To Apply: 

Send Resume and Cover Letter with salary requirement to: 

PolicyLink – Administrative Coordinator-RWJF Center to Prevent Childhood Obesity 

1438 Webster Street, Suite 303 

Oakland, CA 94612 

  

Fax to 510-587-1113 or e-mail to jobs@policylink.org (include subject line: “[your name] 
(Administrative Coordinator-RWJF). Position open until filled. 

  

Please note: No phone calls please. Only those selected for an interview will be contacted. 
  

Excellent benefits including paid vacation, health, vision and dental insurance and 401(k) retirement plan. 

PolicyLink is committed to maintaining a diverse, multi-cultural working environment.
