Alliance of AIDS Services(Carolinas

Position Description

Title: Evaluation Coordinator (Prevention Education)

FLSA status: Non-Exempt

Status: Part-time
Reports directly to the Director of Prevention Education and in case of absence, the Executive Director.

Organization Overview


Our mission is to serve people living with HIV/AIDS, their loved ones, caregivers and communities at large, through compassionate and non-judgmental care, prevention, education and advocacy.  We are committed to serving all people infected or affected with HIV/AIDS in a non-judgmental and confidential environment, regardless of means of transmission or the ability to pay.

Primary Purpose of Position


Coordinates and implements evaluation activities based on program goals and objectives for the HIV/AIDS prevention and education department.  Provides support and analytic review of prevention programs’ performance while offering insight for future program development and implementation. Evaluates individual level, group level, community level and outreach interventions and how they relate to data collected from the community needs assessments conducted for North Carolina’s triangle community at large. Increase awareness of services available through the organization and in the community. Responsible for the development and maintenance of all data collection database, files and documents.

Agency Expectations of Employee

· Adheres to Agency Policy and Procedures.

· Acts as role model within and outside the Agency.

· Maintains a positive and respectful attitude.

· Demonstrates flexible and efficient time management to prioritize workload.

· Consistently reports to work prepared and on time.


Position Location and Physical Requirements


This position will primarily be performed out of the Alliance of AIDS Services Carolinas’ office and is required to travel throughout the triangle area for prevention education programs. Occasional lifting of supplies, training materials is required. Sixty percent of incumbent’s time will be spent sitting, attending meetings/workshops and working with a computer and paperwork. A flexible schedule is required for this position to accommodate community needs and established groups. Occasional evening and weekend work required. 
Description of Responsibilities and Duties: The following are examples of typical duties, other duties may be assigned. The incumbent is required to follow and perform any job-related functions and instructions by any person authorized to give instructions or assignments.

· Complete data entry for prevention department staff

· Create and evaluate data collection tools that are culturally and linguistically appropriate for each program based on targeted population

· Collect and organize all prevention program binders for data collected by staff

· Analyze and report program performance for all prevention department programs.

· Assist with grant writing activities through research efforts and compilation of program performance reports.

· Evaluate and record interventions provided by all staff of the prevention department through observation and data analysis.
· Support staff in focus outreach efforts at clubs, businesses, book stores, convenience stores, street corners, basketball courts and local gathering places within identified high morbidity areas (HMAs), also one-on-one intervention.
· Maintain presence at prevention and education department community events.

· Meet with Director of Prevention Education on a bi-weekly basis to review scheduled sessions, reports, goal attainment and problem solving. 
· Submit monthly and quarterly reports, accountability forms, timelines/work plans, calendars, etc. to Director of Prevention Education.

· Participate in outreach packet assembly with volunteers.
· Manage department supply inventory

· Promote and increase awareness of services available in the community and through the organization through participation in HIV/STD Prevention and Care Branch, panels and events.

· Attend and participate in continuing education opportunities.

· Participate in staff meetings and periodic retreats.

· Perform other job-related tasks as assigned.

Academic Requirements and experience

· Minimum of 1-2 years experience in a HIV/AIDS prevention education position or related experience in a human service setting.

· Understanding of HIV/AIDS, at-risk populations, cultural differences, and resources related to innovative risk reduction programs.

· Bachelor’s degree in a related field from an accredited university or college or commensurate experience in the field.

· Ability to effectively research and present accurate prevention education material.

· A valid North Carolina Driver’s license and adequate transportation are required to perform job duties.

Required Skills and Abilities: To perform this job successfully, the individual must be able to perform each duty satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability required.

· Good organizational skills.

· Familiarity with the North Carolina State’s Luther Consulting database reporting system

· Data Management skills
· Excellent time management skills
· Excellent communication skills, both written and verbal.

· Demonstrated commitment to the principles of diversity and this organization.

· Willingness to work with a diversified population, including volunteers and clients with the HIV disease.

· Working knowledge of the principles and procedures of the assigned tasks.

· Ability to work independently and cooperatively in a team.

· Awareness and commitment to AAS-C’s mission statement and values as well as standards under the ADA and EEOC.

Supervisory Responsibilities


The incumbent is responsible for direct supervision of volunteers that assist with program evaluation for the prevention department.

Salary Range


$12-18 per hour

A review of this position has excluded the marginal functions of the position that are incidental to the performance of the fundamental job duties. All duties and responsibilities are essential job functions and requirements and are subject to possible modification to reasonably accommodate individuals with disabilities. To perform this job successfully, the incumbent(s) will possess the skills, aptitudes, and abilities to perform each duty proficiently. Some requirements may exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others. The requirements listed in this document are the minimum levels of knowledge, skills, or abilities.


This document does not create an employment contract, implied or otherwise, other than an “at will” relationship.
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