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Seeking Part-time Coordinator, Seattle 
APPI Overview
	
	
	


The Washington State ACEs Public Private Initiative (APPI) is a principle-based collaborative formed to better understand how communities can prevent adverse childhood experiences (ACEs) and mitigate their effects. Washington State has been a national leader in creating community-level collaborative work informed by neuroscience and population-level data about childhood adversity and resilience. APPI builds on past efforts to prevent and mitigate ACEs, including that of the Community Public Health and Safety Networks, and works in a mutually reinforcing manner with other current, related initiatives, including Frontiers of Innovation, Washington Strengthening Families Collective and the Early Learning Coalitions.

Responsibilities
	
	
	


As a contractor supporting the APPI, the Coordinator works with a team drawing from diverse experiences and skills in an emergent environment conducive to innovation.  The Coordinator works closely with the Co-Chairs, leadership team, and other parties to provide support, including:
· Calendaring and conference call coordination, 
· Agenda preparation with the Co-Chairs, 
· Producing meeting summaries, 
· Maintaining and coordinating distribution of new member materials in addition to maintaining the shared document site, 
· Providing logistical support and planning assistance for two APPI retreats per year in conjunction with the Co-Chairs and leadership team committee, 
· Supporting additional leadership team committees as needed, 
· Maintaining the APPI website and stakeholder list and monitor the APPI email account, and
· Perform other duties as assigned.

Qualifications
	
	
	


· Bachelor's degree; equivalent relevant experience may be substituted for two years of education.
· Effective written and oral communication skills; strong organizational and critical thinking skills.
· Demonstrated ability to synthesize information and dialogue content and accurately reflect key points, surface embedded unresolved issues, and shape next steps for further consideration by the group
· Demonstrated ability to support projects while operating in a dynamic environment.
· Strong interpersonal and relationship-building skills.
· Advanced proficiency using MSWord, Outlook, PowerPoint, Excel, SharePoint or related software.
· Physical requirements include the ability to lift and reach for light objects; close visual acuity to prepare and analyze text and figures; and the ability to work at a computer for extended periods of time.
· Applicants need to meet qualifications for being an independent contractor in Washington State.

Experience with the ACE study, systems thinking, community capacity development, cross sector collaborations, legislative protocol, evaluation, learning organizations, and a background in science is preferred.

To Apply
	
	
	


Please submit resume, cover letter, and questions to info@appi-wa.org.  This is a 3-6 month position with the opportunity to continue.  Hourly rate determined based on experience and the range is $40-$80/hour.  The position is up to 20 hours per month, about 4 hours per week.  Please note that meetings are held in the Seattle area and travel is not reimbursed for travel to the meetings.  Travel outside of the Seattle area will be reimbursed.
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