Amplify, Inc. Job Description
	Position Title:
	Outreach and Evaluation Coordinator

	Date:
	November 2019

	Project/Site:
	Amplify, Inc. – Hartford

	Overview:
	Amplify, Inc. is the merger of NCRMHB and ERASE. NCRMHB was one of five regional mental health boards established by the Connecticut (CT) General Assembly in 1974 to study local needs, evaluate state funded mental health programs and make recommendations to the Department of Mental Health and Addiction Services (DMHAS).  ERASE was a regional action council that worked with youth on prevention initiatives, including problem gambling. Amplify, Inc.’s mission is to strengthen the ability of our region to assess needs, develop plans, and advocate for strategies and resources to advance healthy and inclusive services.  The organization works across the lifespan with a focus on enhancing prevention, treatment, and recovery supports for the mental health and addiction needs of individuals and communities in our region. Amplify supports and promotes the work of Catchment Area and Local Prevention Councils, regional and local coalitions, service providers, town officials, and other community stakeholders.  The organization seeks to amplify the voice of consumers of behavioral health services (individuals in recovery, family members, and concerned citizen) and to amplify the impact of community efforts to address the behavioral health needs of their communities. 

	Duties:
	The Outreach Coordinator is responsible for staffing the Program Advisory Council. Duties include: coordinating the volunteer-led Council’s activities; scheduling & staffing community prevention and education events; gathering information for the Council to review; developing, administering, & summarizing surveys; facilitating focus groups; preparing draft & final reports; and presenting findings to local councils and to Amplify, Inc.

The Outreach Coordinator is responsible for community engagement, coalition building, planning and implementing grant programs that enhance our role and strengthens partnerships for carrying out initiatives that support the Amplify, Inc. mission. During the legislative session, responsibilities also include administrative support for Amplify’s advocacy activities, including volunteer member participation in public hearings and meetings with individual legislators.

The Outreach Coordinator serves as a liaison to community partners and organizes initiatives or events as a team member of the Amplify, Inc. staff.  These activities include:

· Special Events, i.e. annual dinner, legislative breakfast, all-CAC forums & conferences, and fundraising 

· Regional needs assessment

· Strategic planning

· Annual Audit

· Ryan White Planning Council support

The Outreach Coordinator also supports the organization’s administrative functions including maintenance of computer and hard copy files, distribution lists, reports and publications, website grant and contract management social media and other communications and arrangements for meetings and special events. 

	Requirements:
	· Strong interpersonal skills.  

· Must be detail-oriented and have exceptional organization skills

· Ability to work independently and manage multiple priorities.  

· Ability to work with volunteers and diverse groups. 

· Strong computer skills (Microsoft Office Suite, Internet, website maintenance and social media platforms)

· Demonstrated organizational/project coordination skills.  

· Strong writing, research, analytical, technical, presentation and interpersonal skills.  
· Ability to perform grant research, grant writing, grant program design and implementation, and grant reporting.
· Group facilitation skills. 

· Ability to work independently and manage multiple priorities.  

· Ability to work with volunteers and diverse groups. 

· Experience/knowledge in human/social services  or public health(mental health and/or substance abuse fields a plus).  

· Bachelor’s Degree We encourage applications from people with a diversity of perspectives, including lived experience with mental health or addiction challenges, LGBT, race, and ethnic backgrounds. 

	Schedule:
	· Full-time: 35 hours per week

· Must accommodate all Amplify, Inc. and Ryan White Planning Council meetings and events as needed, including occasional late-afternoon or early-evening meetings.

	Reporting:
	To the Executive Director of the Amplify

	To Apply:
	Send cover letter and resume with 3 professional references to info@amplifyct.org

	Amplify, Inc. is an Affirmative Action/Equal Opportunity Employer and actively seeks a diverse pool of applicants. 


