
Local Coordinator Position Description

Overview of Role
The New York State Public Health Corps (NYSPHC) Fellowship Local Coordinator is a full-time, staff member at Herkimer County HealthNet, subcontractor on behalf Herkimer County Public Health Nursing. The Local Coordinator will support the Herkimer County Public Health Nursing by coordinating local Fellows in the NYSPHC Fellowship Program. This position will be responsible for overseeing the implementation of the NYSPHC Fellowship program within Herkimer County Public Health Nursing to ensure Herkimer County HealthNet Supervisors and Fellows are meeting expectations. The Local Coordinator will build and oversee the NYSPHC Local Public Health Partnership with the support of the Regional Fellowship Placement Coordinator and community mentors. This position, in cooperation with the Regional Fellowship Placement Coordinator, will screen Fellow applications, share applications with appropriate offices/projects within Herkimer County Public Health Nursing assist with the recruiting and onboarding process, monitor Fellow performance in coordination with supervisors, and prepare and submit reports with the Regional Fellowship Placement Coordinator. The Local Coordinator will work with Fellow supervisors to determine specific goals and responsibilities for each Fellow and will also communicate directly with Fellows about their goals and expectations for the fellowship term. The Local Coordinator will ensure that Fellows receive the proper onboarding and training, complete all required trainings, and meet the parameters of the program.

Overview of NYSPHC Program
The purpose of the NYSPHC is to build public health capacity to support COVID-19 vaccination operations and help localities be better prepared to respond to future public health emergencies. The NYS Department of Health will work with local health departments (LHDs) and other partners within local public health networks to identify and train up to 1,000 Fellows to participate in the NYSPHC Program.

Fellows will be screened, hired, trained, and initially report to a local health department (LHD) to be located either within the LHD or assigned to a “host” organization within the local public health network, based on the urgency/emergency in the county or community. Host Organizations will directly supervise the day-to-day activities of the Fellows.

Compensation
$50,000-$60,000 recommended; however, the LHD has the discretion to set the salary. This position should include benefits, if possible. 

Job Period
This is a grant funded position and will continue based on available funding. Current funding is through July 31, 2023. 

Responsibilities & Duties 

1. Oversee the implementation of the NYSPHC Fellowship Program at Herkimer County Public Health Nursing and coordinate local fellows.
· Work with Fellow supervisors to organize a comprehensive onboarding plan for each fellow to ensure that all needs are met for Fellow’s start date. Coordinate onboarding needs including:   
· Secure work space for Fellows at the LHD or host organization 
· Ensure all necessary equipment and IT permissions are finalized for Fellow start date
· Identify LHD or host organization-specific trainings appropriate for Fellow position duties. 
· Identify LHD or host organization-specific onboarding materials for Fellows to review 
· Determine experiential learning outcomes and plan to ensure the development of professional skills for Fellows. 
· Determine broad fellowship outcomes and communicate outcomes to Fellow Supervisors
· Collaborate with Fellow Supervisors to create a workplan for fellows that will develop their professional skills and reach the desired fellowship outcomes
· Communicate with Fellows to evaluate their fellowship experience
· Hold Fellows accountable for completing all required trainings and surveys.
· Collect and manage all Fellow information and paperwork and provide updates to Fellowship Placement Coordinator on a regular basis
· Fellowship Placement Coordinator will send resumes that are a strong match to the Local Coordinator to distribute to Fellow Supervisors for consideration 
· Build and maintain relationships with Fellows and staff
· Check in with fellows and fellow supervisors regularly to provide guidance, answer questions, problem-solve, and evaluate the experience
· Be familiar with the fellow’s progress in the Cornell University’s Public Health Essentials Certificate Program

2. Work with the Regional Fellowship Placement Coordinator to build and oversee the NYSPHC Local Public Health Partnership in order to enhance Fellows’ experiences by collaborating with mentors and helping facilitate professional growth opportunities, including technical information about public health priorities.
· Lead the NYSPHC Local Public Health Partnership teams with support from community mentor(s) who volunteer from the county public health network
· Assist in identifying mentors in the county public health network to be a part of the NYSPHC Local Public Health Partnership by supporting fellows with career/education advice, networking, and professional development
· Communicate regularly with community mentors about their role and feedback on the mentorship piece of the NYSPHC Fellowship Program
· Assist Fellows in preparing for their next steps following the end of their fellowship term
· Collect exit surveys from all Fellows and send to Regional Fellowship Placement Coordinator
· Provide guidance to Fellows looking into pursuing a career or higher education in public health

3. Arrange for organizations within the county’s public health network, outside the LHD, to serve as Host Organizations and provide work experience for Fellows that aligns with the NYSPHC mission.
· Identify organizations within the county’s public health network to provide work experience for fellows. Possible Host Organizations include:  
· Federally Qualified Health Centers (FQHCs) 
· NYS Designated Rural Health Centers 
· Accredited community and mental health services providers 
· Other locations approved by NYSDOH
· Communicate regularly with Host Organization Supervisors on efforts across the NYSPHC Local Public Health Partnership
· Track and report information from those organizations for submission to the Fellowship Placement Coordinators including information about the organization’s supervision of the fellow

4. Communicate regularly with the Fellowship Placement Coordinator on matters that arise from the implementation or necessary revision of Placement Agreements within the jurisdiction.
· Seek out program information and guidance to ensure successful implementation of the NYSPHC Fellowship Program 
· Share relevant updates as part of monthly reporting expectations, including updates on fellow placements and performance 
· Work with Fellowship Placement Coordinator to raise and resolve concerns related to the NYSPHC Fellowship Program or participants

Recommended Minimum Qualifications
This position requires an Associates or Bachelor’s degree, preferably health-related, or equivalent experience. Candidates should have strong written and verbal communication skills, a commitment to an inclusive workplace, and the ability to maintain positive working relationships with Fellows and staff. Candidates should be highly motivated and comfortable working independently as well as with a team. Candidates should have program or project coordination experience, including demonstrated ability to organize, prioritize tasks, and meet deadlines.

Recommended Preferred Qualifications
A Master’s degree or above in a health-related field is preferred for this position. The ideal candidate will have a minimum of one to two years of experience developing and managing experiential learning opportunities or other related programs including some supervisory or team oversight experience. The ideal candidate will also have community outreach experience, specifically within the local community and community organizations.
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