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PROJECT COORDINATOR
Job Description
Duties/Responsibilities include: 
· Providing administrative and technical support for program services 

· Coordinating and executing community service projects
· Keeping track of current projects and services

· Assist with funding development, including grant writing and grant research

· Develop and participate in marketing and public relations activities

· Assisting with special projects, including database management, preparing program reports, routine correspondence, maintaining files and documentation, and similar duties.

· Working together with partner agencies and subcontractors on community service projects
· Initiating appropriate action to ensure effective VN TeamWork operations.

· Responding to requests and inquiries from the Executive Director and the Development Director
Qualifications include: 

· Baccalaureate degree preferred. 

· Exceptional writing, verbal, and analytic skills. 

· Capacity to carry out independent research. 

· Strong computer skills, including Microsoft Office applications, Word, Excel, etc. 

· Ability to take initiative and work independently; proactive approach

· Positive attitude and professional manner and appearance
· Experience in nonprofit a plus.

VN TeamWork was established in 1996 as a 501(c)(3) nonprofit community-based organization. It's mission is to enhance the health, education, and social well-being of low-income and underserved people in the Greater Houston Metropolitan Area through its many health care services, training programs and community service programs, including the provision of safe, decent and affordable housing for low-income families.
Together, we build a better future and a stronger community
