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CCG DUTY STATEMENT SAMPLES

DUTY STATEMENT

Agency:
XYZ Agency
Program:
Teen Pregnancy Prevention Program (CCG)
Program Position:
Project Director, 5% FTE
Reports To:

Chief Executive Officer

Position Purpose:
Under the general supervision of the Chief Executive Officer, the Project Director is responsible for program planning, implementation and evaluations, and oversight of the Teen Pregnancy Prevention Program.  Project Director will be assisted by the Finance Director and Chief Executive Officer in finance/budget matters, personnel and staff training needs, completion of program reports and proper expenditures of funds appropriate to the program.

Principal Responsibilities:

1. Hires and trains staff.

2. Supervises Project Coordinator and other administrative staff.

3. Oversees program grant, workplan, budget, and monitors budget and expenditure reports.

4. Approves revisions to CCG Program Interventions and plans.
5. Reviews Progress Reports, evaluation documents and signs off on Community Match contributions.
6. Reports to school administrators and/or Board of Directors on progress of CCG project. 
7. Interfaces with program funders, evaluators, and consultants.

8. Communicates and formalizes collaborative relationships 
· with other Family PACT/Medi-Cal providers.
9. Develops strategies to assess or increase access for youth participants to receive care and services.

10. Coordinates, reviews, and completes Time Study Documentations as requested by OFP.

11. Other duties as assigned.

Requirements:
1. Masters degree in Public Health/Administration, Bachelor degree, or five or more years experience in management or the public health field.

2. Management experience, including project management and monitoring, fiscal and contract compliance, and capacity building.
3. Working knowledge of word processing (Microsoft Word), Adobe Acrobat, and spreadsheet (Microsoft Excel) programs.

4. Ability to develop rapport and maintain professional conduct with community agencies, school administrators, and legislators, etc.
5. Experience with teen pregnancy prevention program or/and other health related programs.

6. Excellent written and verbal communication skills.

DUTY STATEMENT

Agency:
XYZ Agency

Program:

Teen Pregnancy Prevention Program (CCG)
Program Position:
Project Coordinator, 50% FTE
Reports To:

Project Director

Position Purpose:
Under the general supervision of the Program Director, the Project Coordinator is responsible for coordinating and implementing the Teen Pregnancy Prevention Program (CCG).  Project Coordinator will be assisted by the Project Director and Finance Director in finance/budget matters, personnel and staff training needs and completion of program reports.  
Principal Responsibilities:
1. Ensure implementation of Workplan activities.

2. Supervise Health Educator(s) and Volunteer staff working on the CCG project.

3. Ensure training and monitoring of supervised staff to maintain the essential core competencies to meet the knowledge and skills for the job specific roles.

4. Contact and meet with school administrators to plan and schedule activities for implementation.
5. Coordinate and implementation Continuous Program Improvement (CPI), local evaluation, and other Evaluation Plans.

6. Coordinate and supervise the development of mechanisms for data collection and quality control of the program database.
7. Collect data for local evaluation and reports analysis of results in the progress reports to OFP.
8. Monitor contract activities and report process and outcome results in the biannual progress reports.
9. Attend and participate in Regional Collaborative Meetings.

10. Participate in community meetings as related to program objectives.

11. Communicate and formalize collaborative relationships with other Family PACT/Medi-Cal providers.
12. Oversee development and implementation of educational and media materials such as flyers, referral list/cards, brochures, PSAs, teen theatre presentations, etc.
13. Develop, coordinate, and update referral systems to establish a referral linkage with collaborative Family PACT providers.

14. Develop strategies to assess or increase access for youth participants to receive care and services.

15. Other duties as assigned.

Requirements:

1. Bachelor degree with 4 years experiences in public health field or 5 or more years of experience in the public health field.

2. Maintain essential core competencies to meet the knowledge and skill set for a Project Coordinator.

3. Experience in managing, supervising, and monitoring staff performance and activities.

4. Experience teaching and/or leading groups.

5. Working knowledge of word processing (Microsoft Word), Adobe Acrobat, and spreadsheet (Microsoft Excel) programs.

6. Experience working with high-risk adolescents, and experience working with clients from diverse socioeconomic, ethnic and cultural backgrounds.

7. Ability to develop rapport and maintain professional conduct with community agencies, school administrators, and legislators, etc.
8. Experience with teen pregnancy prevention programs or/and other health related programs.

9. Excellent written and verbal communication skills.

DUTY STATEMENT
Agency:
XYZ Agency

Program:

Teen Pregnancy Prevention Program (CCG)
Program Position:
Health Educator, 100% FTE
Reports To:

Project Coordinator
Position Purpose:
The Health Educator core responsibility is to conduct and implement the CCG Project Intervention activities (i.e., curriculum instruction, educational/informational presentations, trainings, etc.).   Responsibilities of the Health Educator may also include assisting with CPI and local evaluation activities, referring targeted youth to Family PACT reproductive services, collection of data for biannual progress report, participate in trainings to enhance skills/knowledge on the issue of Teen Pregnancy Prevention.

Principal Responsibilities:
1. Conduct CCG Project Intervention activities (i.e., curriculum instruction, educational/informational presentations, trainings, etc.) alone or with other staff.

2. Provide information and referrals to youth in mainstream public schools, Juvenile Hall, Alternative School sites, Family PACT/Medi‑Cal providers, and community based organizations, etc.
3. Assist with CPI and local evaluation activities.

4. Assist with Progress reports or other program reports, as directed.  

5. Participate in trainings, staff meetings, and collaborative alliance meetings as scheduled.

6. Review outreach education materials and curriculum as indicated by Program Coordinator.

7. Prepare materials for use in presentations.

8. Administer surveys, local and state pre- and post-tests as indicated by Program Coordinator.

9. Assist with Clinic Tours for youth providing information on services available through Family PACT/Medi‑Cal and eligibility.
10. Review literature and conduct research regarding teen pregnancy prevention to tailor program to participant needs and identify strategies to increase access to care and services.

11. Other duties as assigned.

Requirements:

1. Bachelor’s degree in Health Education or related field or 4 years experiences in public health field or equivalent teaching experience.

2. Maintain essential core competencies to meet the knowledge and skill set for a Health Educator.

3. Experience working with youth from diverse socio-economic, ethnic, and cultural backgrounds.

4. Ability to work independently as well as with a team.

5. Ability to develop rapport and maintain professional conduct with youth, co-workers, teachers, and site administrators, other agencies, etc.

6. Current Teen Pregnancy Prevention, HIV/AIDS and/or other STI’s knowledge and/or working experience. 

7. Working knowledge of data entry, and computer skills. 

8. Current California Drivers License and ability to drive to distant program site(s) and to/from the office.

9. Must be professional, detail oriented and know how to follow-through with assigned tasks.

10. Must be committed to the program and able to work independently.

11. Excellent written and verbal communication skills.
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