
 
 

Title: Coalition Coordinator, Boone County Alliance   

Classification: full time, hourly, non-exempt 

 

Summary:   The coordinator is responsible for the facilitation of youth, parent, and adult 

engagement in coalition efforts and the coordination of projects.  This position also conducts 

administrative tasks as the coordinator works with the evaluator to monitor progress and the 

finance department to manage coalition finance.  

 

Required Experience Qualifications:  

 Bachelor Degree in related field, Master’s Degree preferred 

 Demonstrated experience with program/project coordination 

 Substance use free; good driving record; maintain auto insurance, and reliable transportation  

 

Skills and Knowledge Required 

 Well organized, detail oriented, and good time management skills 

 Strong project management skills 

 Strong interpersonal, oral and written communication skills 

 Demonstrate strong computer skills; familiarity and ability to navigate and utilize Microsoft 

Office programs (Word, Excel, Power Point, Outlook); perform data entry (Access); keep 

good records 

 Familiarity with and/or interest in furthering understanding of substance use related issues, 

including prevention, treatment, and recovery principals as well as the impact on the 

individual and surrounding community 

 Sensitivity to people struggling with mental health and substance use diagnosis 

 

Duties and Responsibilities: 

 Supervision of volunteers (youth and adult). 

 Engages community youth, parents, and adult youth worker/volunteers in coalition efforts. 

 Works to build the capacity of coalition members through technical assistance, training and 

other communication. 

 Develops, schedules, plans, prepares for, and facilitates youth, parent, and adult youth 

worker/volunteer meetings, project groups and activities. 

 Produces and maintains youth, parent, and adult youth worker/volunteer engagement records 

and evaluation documents. 

 Reports youth, parent, and adult youth worker/volunteer engagement data and progress to the 

coalition and committees as requested. 

 Conducts speaking engagements and workshops as requested by the coalition and community 

groups. 

 Produces quarterly itemized category financial report for use in grantors reports. 

 Assists in the production of budgets and fiscal monitoring and planning. 

 Creates other documents as requested and required by funders and for evaluation. 



 Documents work and obtains relevant data for evaluation processes. 

 Provides staff support to committees and project groups as requested. 

 Maintains the current filing system and keeps the system up to date. 

 Communicates meeting minutes and reminders, newsletters, and other written 

communications with the coalition.  

 Maintains oversight of contractors of the coalition. 

 Answers telephone, handles requests as appropriate, and relays messages. 

 Operates computers, fax machines, copiers, and other office machines as required. 

 Performs other duties as assigned by the Coalition. 

 Represent the coalition and MHA in a positive, professional manner in all public and private 

meetings, speaking engagements and events. 

 Work cooperatively and respectfully with all agency programs, co-workers, volunteers, 

clients, community members, and funders.  

 

 

 

Reports to: NKYASAP Coordinator  

Travel: driving required to attend local meetings and events; out of state travel required to attend 

national conferences and trainings as needed; reliable transportation needed.  

Salary Range: $17.31-25.48 per hour  

Hours: 40 per week  

 


