Job Description:  Healthy Start Program Director

This is a highly responsible administrative position reporting to the PAHN Executive Director.

Responsible for the 

Maintain proper documentation for state/ federal grants
· Research, plan, arrange for vendor services, and supervise promotional events for KidCare outreach program, with assistance of other staff (annual Children’s Festival);

· Summarize all outreach activities & prepare KidCare quarterly reports as required by Department of Health;

· Conduct KidCare Outreach including staff trainings, monitoring and re-supplying applications, coordinate with County Health Departments, and coordination with KidCare Outreach contractor;

· Prepare and distribute KidCare press releases for community newsletters, newspapers, and other publications;

· Monitor and review Outreach activities tracking sheets;

· Report status of KidCare outreach activities to Community Advisory Council, as needed;

· Order KidCare promotional items from the Department of Health warehouse;

· Represent the Network in KidCare statewide planning activities.

Pharmacy Assistance program:

· Assist VISTA to set up office and to establish procedures for program operation.

· Assist VISTA to recruit volunteers.

· Prepare draft reports on VISTA activities for submission to Florida Rural Development Council (FRDC), for review by the Executive Director.

Desktop Publishing:

· Assist director to design & produce brochures describing
Network activities. 

overall management of organization, community and public awareness, contract development and monitoring, quality assurance, data tracking and analysis, program planning and evaluation, reporting to state and federal agencies, fiscal management, and board and committee development

with non-profit management, diverse communities, working under heavy workload, public speaking, working with board of directors and committees

