Position Description

TCC Project Coordinator

Organizational Overview

The Chinatown Coalition (TCC) was founded in 1991, and in 1992, became one of twenty-one neighborhood coalitions participating in the Healthy Boston Initiative, whose founding goal was to integrate public and private resources to strengthen families and neighborhoods by coordinating the delivery of services.  Operating continuously since its inception both as a staffed and a volunteer driven entity, TCC has continued independently with this goal, regularly convening community stakeholders  to sustain the assets of the community and to address the issues that impact the health and quality of life in the Chinatown and Boston Asian community.  TCC addresses community issues broadly, drawing upon its strength as the community’s nexus point for the collective experience, resources and capacities of its members.

Responsibilities

The TCC Project Coordinator is responsible for the overall administration and support of TCC and all TCC projects.  S/he will report directly to the TCC Executive Board and serve as the primary liaison for TCC.  The Project Coordinator will build TCC membership and infrastructure; represent TCC in community meetings, neighborhood partnerships and city-wide coalitions; and coordinate and disseminate information to Chinatown organizations.  Additionally, the Project Coordinator will support projects that build the community’s capacity, including incubating nascent and informal coalitions and groups.
Administration and Operation

· Provide administrative and operational support for TCC projects and initiatives

· Provide daily administrative functions to maintain TCC operations including coordinating with TCC’s fiscal agent
· Research, draft, and prepare reports, proposals and other documents

· Develop and disseminate TCC materials

· Coordinate and facilitate TCC general and subcommittee meetings

Community Capacity Building

· Serve as the primary liaison for TCC and represent TCC at community and city-wide events, meetings and activities

· Develop capacity and infrastructure for community coalitions or groups, as requested by TCC membership
· Develop TCC’s internal capacity for community leadership development 

· Develop and forge links with external stakeholders to develop the community’s capacity to represent itself in city-wide arena

· Provide technical assistance and support for TCC membership

Program Support 

· Manage TCC programming and other collaborative initiatives

· Research and pursue collaborative funding opportunities

· Research and disseminate or pursue funding opportunities that benefit the Chinatown community and residents
· Coordinate and disseminate relevant information and program opportunities to community groups and TCC membership

· Outreach to community groups, institutions, agencies, and individuals

Qualifications

· B.A. required in a related field

· Minimum three years in community-based work
· Proven ability to manage multiple projects with multiple stakeholder involvement

· Good management skills with strong yet flexible analytical and problem solving skills
· Experience with budgeting and an ability to strategically allocate resources
· Knowledge of and experience with coalition building, and/or organizational capacity building
· Ability to build community-wide coalitions involving community leadership, municipal and political entities, and other stakeholders
· Strong verbal and written communication skills
· Excellent organizational skills with attention to detail
· Strong interpersonal skills, with an ability to exercise tact and diplomacy
· Self-disciplined and able to manage and meet multiple deadlines
· Experience with and knowledge of Boston’s Asian American and/or Chinatown community
· Proficiency in Windows environment, MS Office and related applications
· Fluency in Chinese (Cantonese and/or Mandarin) preferred
Position is available immediately, and is part-time with possibility of becoming full-time.  TCC is an equal opportunity employer.
