Appendix 6l
CAMPAIGN/PROGRAM ASSISTANT

Job Purpose

Assist the Regional Campaign/Program Manager in successfully executing the Regional Network Scope of Work for the specified campaign or program. 
MAJOR DUTIES AND RESPONSIBILITIES
(May Vary by Campaign/Program)

	· Campaign/Program Implementation

· Researches potentially qualifying intervention sites using the Network’s Geographic Information System and other data sources

	· Assists with recruitment of intermediaries and organizations 

	· Conducts presentations and trainings to intermediaries 

	· Develops flyers, agendas, newsletters, and other documents in accordance with the Network’s branding guidelines 

	· Coordinates efforts of volunteers and Community Health Leaders to ensure appropriate staffing at events

	· Provides technical assistance and support to participating organizations 

	· Coordinates distribution of campaign/program materials to partners and monitors materials inventory



	· Campaign/Program Administration

· Maintains documentation of campaign/program activities and files required as Scope of Work deliverables

· Ensures regular and accurate entry of data into the Activity Tracking Form

· May represent the campaign/program at meetings and conferences


REQUIRED LICENSES, CERTIFICATES, ETC.

	· Dependent upon needs of campaign/program; may include:

· Valid California driver’s license 

· Food safety certification

· English/Spanish bilingual language


RECOMMENDED KNOWLEDGE, SKILLS, AND ABILITIES

	· Knowledge of: 

· Basic social marketing principles as related to the Network for a Healthy California and health promotion campaigns

	· Nutrition and physical activity recommendations, issues, and resources relevant to the target audience

	

	· Skilled in:

	· Promoting fruit, vegetable, and physical activity messages to community partners and media

	· Group facilitation techniques and training

· Event planning and coordination

· Microsoft Office, Excel, Access, and other software applications

	· Ability to:

	· Represent the Campaign/Program in the community with professionalism and cultural competence
· Cross-promote all Regional Network campaigns, programs, and activities with relevant regional partners

	· Work with underserved communities

	· Organize and manage multiple projects with short, medium, and long timelines

	· Work flexible hours as needed for the campaign/program

	· Lift/transport materials up to 25 pounds
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