CHAPS Project Manager Position Description

Purpose:  To be responsible for the overall coordination and implementation of local CHAPS activities, to include conducting a community health assessment, capacity assessment, prioritization process, and developing a local public health plan. 

Summary:  Under the direction of the local public health director(s) and/or planning director, manages the local and/or regional CHAPS project management team, oversees the health planner and facilitator positions, and coordinates the efforts of staff, committees, stakeholders and consultants, in planning, executing, and finalizing CHAPS activities to meet deadlines and deliverables. 

Duties:  

· Works with public health leadership to define project scope, goals, expectations and deliverables. 

· Assures that communications about project expectations are made to staff, committees, stakeholders, and consultants in a timely and clear manner.

· Estimates and manages the resources (budget, staff time, operations) needed to achieve project goals.

· Manages the project management team, health planner and facilitator. Plays the role of facilitator when this role isn’t filled.

· Leads the development of a CHAPS work plan, tracks project timelines, milestones and deliverables.

· Leads the process of identifying and contacting key stakeholders to participate in the local CHAPS process.

· Organizes meetings with stakeholders, community organizations, funders, governmental agencies, and others in building collaborative partnerships.

· Develops and makes public presentations to leadership, staff, and stakeholders about the process and findings as directed by the public health director(s).

· Communicates with funding organizations; reports on the status of project activities.

· Assures the preparation and submission of deliverables to the Office of Planning and Partnerships. 
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