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Project Manager/Lead Organizer to support reauthorization of Measure K

PURPOSE OF POSITION: 

Provide project support to the Kids First 2 Coalition (KF2) to support research and public education on children’s services in Oakland and mobilize community support for the possible reauthorization and expansion of the Kids First Measure K Initiative. 

DUTIES & RESPONSIBILITIES: 

· Assist in developing and implementing a strategy to build support for the possible reauthorization and expansion of Measure K, including research, policy and data analysis.

· Act as the liaison between KF2 Steering Committee and the work. 
· Organize community and engage support for reauthorization and expansion

· Create and implement outreach and publicity efforts
· Ensure that various committee deadlines are on schedule. 

· Assist in preparation of various written and electronic communications for the coalition. 

· Support fundraising including grant writing, solicitation letters, and grassroots events. 

· Assist in the development of coalition materials for meetings, donors, and special events. 

· Plan, coordinate and facilitate Steering Committee and other community meetings, including but not limited to typing correspondence, sending out meeting notices, arranging catering, determining attendance, taking minutes, drafting agendas, lists, handouts, etc., scheduling and setting up meeting rooms and distributing materials. 

· Develop and maintain a professional rapport through a variety of mediums with prospective donors, volunteers and key leaders. 

· Establish and oversee systems for organizing and managing information and documents. 

· Create and update Kids First 2 website

· Perform other duties as assigned. 

QUALIFICATIONS 

· Must have strong written and oral communication skills. 

· Outstanding organization skills, ability to conceive, plan and manage projects from conception through implementation -- to prioritize tasks, and maintain an efficient and effective orientation through project completion. 

· Community organizing experience including public speaking, volunteer recruitment and grassroots fundraising 

· Some knowledge of Oakland CBOs and local government 
· Public relations skills, including writing press releases and organizing press conferences
· Group facilitation, meeting management, and group process skills. 

· Advanced skills in the Microsoft Office Suite applications, especially Word, Excel, Outlook and PowerPoint. 

· Experience with website creation

· Knowledge of general office practices and equipment, including fax machine, audio/visual equipment and phone systems is required. 

· Superior attention to detail and ability to manage multiple tasks proficiently, often within demanding time parameters. 

· Able to interact effectively with a diverse audience. 

· Ability to maintain confidentiality. 

· Must be dependable with exceptional attendance, punctuality and strong work ethics.

COMPENSATION, HOURS, CONTACT INFORMATION 

• Compensation:  Starting at $35/hour- commensurate with experience. 

• Position is full time for 6 months with possibility of extension. 

• Please email résumé and cover letter as attachment or in email body to Nitya Venkateswaran nityav@gmail.com by January 30h.

Coalition Co-Chairs

David Kakishiba

East Bay Asian Youth Center

Olis Simmons

Youth Uprising

Steering Committee

American Indian Child Resource Center

AspiraNet

Asian Youth Promoting Advocacy and Leadership

Bay Area Community Resources

Bret Harte Community Collaborative

East Bay Agency for Children

First Place For Youth

Girls Inc. of Alameda County

Leadership Excellence

Museum of Children’s Art

Oakland Asian Student Educational Services

Oakland Community After School Alliance

Oakland Kids First

Oakland Youth Chorus

Spanish Speaking Citizen’s Foundation

Sports4Kids

Youth Alive!

Youth in Focus

Youth Together

KF 2 Coalition Mailing Address: 1924 Franklin Street, Suite 310 Oakland, CA 94612

