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Northwest Hennepin Human Services Council

Research, Planning and Coordination





POSITION TITLE:
Regional Community Research Coordinator for Northwest Hennepin Human Services Council (NWHHSC).  NWHHSC is a joint powers agreement in NW Hennepin County responsible for the overall research, planning and coordination of human services networks for this area with great diversity in suburban, exurban and rural settings.  NWHHSC does not provide direct services to people.  
Working Hours:
1 FTE Monday through Friday, 8:00 a.m. – 4:30 p.m., evenings/weekends as required

Salary Range:

$37,740 – 49,980 annually based on 1.0 FTE

Reports to:  

Executive Director

Status:  

Open until filled.  Temporary through 1/31/11
Job Summary: The Regional Research and Planning Coordinator is responsible for a variety of regional and community-based research, planning and coordination projects in the Northwest Hennepin area.  As well as coordinating the efforts of the Advisory Commission.  
Essential Duties

1. Design and coordinate research projects and construct appropriate research instruments to assess human service needs and analyze unmet needs.

2. Collect, organize, analyze, interpret, manage and report on human service needs and the delivery system of human services to develop community and regional indicator reports, including social, demographic and economic trends with implications for human services in NW Hennepin area.  
3. Monthly updates on the foreclosures report for NW Hennepin area.
4. Prepare computer-generated visuals: charts, graphs, tables and maps using Council style guidelines.
5. Analyze, update, research and expand statistical databases from a variety of formats.  Acquire pertinent data and data sets through network of established relationships (researchers, community planners and agency representatives).   
6. Write and present reports and recommendations to the Council staff, Council committees, Executive Board and Advisory Commission; Council networks; City Councils; appropriate legislative bodies and community organizations using Council style guidelines.  Reports required include annual City Profiles and Regional Profile, annual City Accomplishments, diverse populations reports, community and regional indicators report (social, economic and demographic) census data reports and other reports as requested on relevant topics.  
7. Conduct relevant literature searches and disseminate summary reports as appropriate to Advisory Commission, Council networks and community organizations and/or as requested.
8. Plan and coordinate Community Assessment, with Strategic Planning Committee.  Complete assessment by involving community residents to assess human service needs and determine how human services needs are being met, including identification of the new and/or changing needs.  
9. Serve as a primary information resource for the NW Hennepin municipalities and provide timely responses to research requests from member cities and stakeholders.
10. Prepare grant proposals to foundations and Hennepin County. 
11. Supervise interns and project assistants as appropriate.

12. Prepare monthly progress reports and a monthly update report to Executive Board on information requests, materials prepared and research accomplished.  
13. Presentations to City Councils, city staff meetings, community organizations as requested.

14. Develop and maintain contacts with governmental, human service, educational and other community-based organizations.

15. Coordinate Advisory Commission (resident based committee). 

16. Coordinate community, committees and networks as needed.
17. Serve on community committees and task forces related to current projects.
18. Fulfill Minnesota Data Center Affiliate responsibilities with MN State Demographic Center, including prepare annual activities report.
19. Other duties as assigned.
Desirable Knowledge, Skills and Abilities 

· Demonstrated technical and analytical skills in human services research, evaluation, planning and project coordination.

· Demonstrated skills in the application of data and statistical analysis.
· Demonstrated experience with broad range of research topics and subject matter.
· Analyzed large amounts of information and synthesized it into well organized and visualized written reports, memoranda and presentations.

· Designed, coordinated and implemented research, evaluation and planning projects, including quantitative and qualitative evaluation methods, outcomes based evaluation, focus groups, surveys and participatory research processes.

· Accessed and used census and other demographic data.

· Set up databases to organize and analyze primary and secondary research data and ensure data quality.
· Facilitated meetings and large group forums.

· Ability to staff committees and networks, including organizing meetings, providing direction, preparing materials, recording and synthesizing meeting discussion.

· Strong organizational and project coordination/management skills.

· Strong written and oral communication skills.  Effective interpersonal skills.

· Demonstrated proficiency in the use of the following software: Microsoft Word, Excel, Publisher, appropriate data bases as needed, fax, e-mail, Internet browser (including updating portions of agency website) and graphics software.  Experience with Access a plus.
· Demonstrated ability to set priorities, meet deadlines and effectively manage multiple tasks.
· Demonstrated ability establishing and maintaining effective working relationships, facilitate collaborative work and prepare and present ideas and information to a diverse community. 
· Demonstrated ability to work independently, manage time well and undertake research assignments.

· Need own car and proof of valid driver’s license and insurance.

· Familiarity or experience with mapping is a plus.
Education and Experience:  Minimum of 3 years of equivalent experience in applied research and planning (graduate level education in research and planning field may substitute for up to one-year experience). Bachelor’s degree in human services, urban planning, statistics, human geography, demography or related field.  Master’s degree preferred.
Must be able to pass a background check. 

TO APPLY:


No Phone calls please.





Email, mail or fax: agency application, cover letter and resume.




Application available at www.nwhhsc.org




To: hr@nwhhsc.org or Human Resources





Northwest Hennepin Human Services Council





6120 Earle Brown Drive, Ste 230





Brooklyn Center, MN 55430


Fax: 763-503-2510
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