FENWAY COMMUNITY HEALTH CENTER

POSITION DESCRIPTION
Position Title                                                Department
                   Date
LGBT Tobacco Control Network Manager  The Fenway Institute           January 2, 2007
Function
Under the guidance of the Director of the National LGBT Tobacco Control Network project, the Project Manager works with stakeholders nationally to implement network activities and accomplish project goals related to tobacco treatment, prevention, policy, and state technical assistance.  
Representative Duties

1.  Implements and monitors National LGBT Tobacco Control Network activities
· Primary responsibility for day to day operations of the Network

· Oversees and has primary responsibility for executing and monitoring progress on project action plan, including specific activities related to tobacco treatment, prevention, policy and state technical assistance.
· Provides technical assistance to state department of health directors on non-scientific issues related to LGBT tobacco control

· Has primary responsibility for assigning duties out in three person project team to accomplish action plan goals
· Manages part time project assistant

· Runs weekly team meetings and maintains weekly document on performance

· Is first-line contact and responder for all inquiries to the Network
· Reviews project-specific systems and design and implement new systems to enhance project efficiency. 

· Assists Project Director in identification and pursuit of new funding or performance opportunities

· Assists Project Director in creation of project reports, evaluation, and products
2.  Manages Data Collection, Analysis, and Dissemination 

· Works with stakeholders to collect and maintain data on all current LGBT tobacco projects, products, and professionals

· Manages the retrieval and appropriate presentation of LGBT-tobacco related information

· Works to identify and connect needed technical assistance expertise to appropriate parties

· Assists in the preparation of LGBT tobacco reports, products or associated manuscripts 
· Initiates analyses and presents LGBT tobacco information at local, national, or international meetings 
3. Collaborates with stakeholders locally and nationally
· Supervises the coordination of internal and external strategies for new community-based initiatives 
· Monitors efforts to encourage diverse racial, gender and ethnic participation
· Functions as a liaison between the project and FCH staff
· Coordinates stakeholder meetings, communications, requests, and input

· Maintains contact and facilitates collaborative efforts with parallel tobacco networks operating in the racial/ethnic communities and for low socio-economic status persons. 

· Maintains current knowledge of tobacco best practices by reading medical journals, articles and other related publications, attending conferences, seminars, forums, trainings and other presentations
· Maintains current knowledge of LGBT tobacco activities through direct interaction with community leaders
· Works cooperatively with other FCHC departments to promote and facilitate Network activities
· Represents The Fenway Institute in facility-wide task forces and committees as assigned 

· Attends all regularly scheduled institute meetings, trainings, forums and FCHC staff meetings
4.  Performs related duties as required

Education

Bachelors in social science or management required, Masters in related public health or management field preferred.

Experience/Other Requirements

Minimum two years related project coordination experience; experience in tobacco control strongly preferred; experience working across a spectrum of racial and ethnic communities strongly preferred; public speaking/presentation experience preferred; experience with LGBT community leadership required; excellent writing and computer skills required.
Supervisory Responsibility

Will supervise and evaluate a project associate on staff at The Fenway Institute and other staff as required.

