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TITLE:  Project Director

REPORTS TO:  COO

DATE:  January 30, 2009

PURPOSE OF POSITION:  To oversee and coordinate activities across Transtria projects, including management of staff, clients, and consultants as needed.

ESSENTIAL FUNCTIONS:  The following job functions have been determined by Transtria to be essential to the successful performance of the job.

1. Oversees project management and coordination.  This includes and is not limited to:

· Supervises activities of multiple projects

· Communicates with other project directors or project managers to coordinate activities across projects

· Manages internal project team communications

· Creates internal meeting agendas and minutes

· Informs company management regularly about all project-related decisions and potential impact across projects

· Develops timeline and tracking of project activities and deliverables

· Identifies needed project resources and materials

· Provides support for tracking project-related expenses

· Organizes project files and related documents (electronic and hard copies)

· Develops reports and disseminates findings (e.g., client reports, presentations, manuscripts)

· Assists in grant writing and business development opportunities

· Seeks out opportunities for professional growth (i.e., skill-building)

2. Supervises multiple full-time staff, part-time staff or interns.  This includes and is not limited to:

· Serves as a role model for full-time staff, part-time staff and interns

· Organizes and delegates responsibilities to respective team members and assures completion of all project tasks

· Conducts performance review for staff and interns

3. Assists with client and consultant management. This includes but is not limited to:

· Supports project management communications with clients, affiliates and other consultants

· Creates external meeting agendas and minutes

· Coordinates and facilitates meetings

· Delineates Transtria’s responsibilities on the project in the context of other client or consultant responsibilities

· Uses transACTION Center to coordinate communications among clients, affiliates and other advisory group members

MINIMUM REQUIREMENTS:

· Master’s degree in Public Health or related discipline (e.g., Public Policy, Social Work, Health Administration, Psychology)

· Minimum of 2 years of experience working in project management and supervising other staff members

· Knowledge of and proficiency with Microsoft Office Suite (e.g., Word, Excel, Powerpoint, and Access) 

· Quantitative and qualitative data analysis skills

· Strong communication skills; both written and verbal

· Capacity to travel on a regular basis

· Knowledge and expertise in environments, policies, promotions, and programs related to obesity prevention

EQUIPMENT USED:  General office equipment including computers with Windows OS, phone, copy and fax machines, etc.

PLACE WHERE WORK IS PERFORMED:  Transtria office, located at 6514 Lansdowne Avenue, St. Louis, MO, 63109.
BENEFITS AND SALARY: Health insurance, dental insurance, short-term disability, long-term disability, and retirement provided. Annual salary range: $50,000 - $70,000, based on education and experience.

APPLICATION PROCESS: Please submit a current resume and an employment application to admin@transtria.com by going to www.transtria.com and clicking on Employment. Applications may also be mailed to the Transtria office: 6514 Lansdowne Avenue, St. Louis, MO 63109. Applications and resumes must be received by April 15, 2009 to be considered. Anticipated tart date is April-June 2009.
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