
 
 
 

POSITION: Prevention Program Coordinator DATE: June 2018 
 
REPORTS TO: 

 
Program Manager  FTE: 1.0 FTE 

 
POSITION PURPOSE: 

 
Provides advanced program support to coordinate the Mpowerment evidenced-based 
intervention providing HIV/STI prevention efforts to young, gay and bi-sexual men of color.  
Coordinates one or more projects within the agency with minimal supervision. 

 
In achieving the organization’s mission to achieve health equity and improve the safety 
and well-being of LGBTQ people and communities in Wisconsin, the Program Coordinator 
partners with managers to implement programs to address health disparities among 
LGBTQ people, and build capacity in communities and organizations in the Greater 
Milwaukee area and elsewhere in Wisconsin. This work is exciting, engaging, varied, and 
challenging. 

 
REPORTING RELATIONSHIP: 

 
  Reports to Program Manager 

  May provide work direction to volunteers  

ESSENTIAL FUNCTIONS: 
 

 Coordinates social outreach events to recruit Mpowerment program participants. 
 

 Prepares and distributes promotional materials about upcoming program events. 
Ensures participant recruitment occurs at all agency outreach events. 

 
 Assists with coordination and facilitation of Mpowerment curriculum. 

 
 Records and reports data relevant to Mpowerment program activities. 

 
 Routinely participates in prevention and health promotion planning and projects by 

taking an active contributory role; has responsibility for significant portions of project 
implementation. 

 
 Identifies and plans, develops, and implements additional projects or reports which may 

be useful to the organization. 
 

 
 
 



 
 Coordinates complex, sensitive, and/or confidential meetings; assembles agenda items, 

exhibits, addenda, etc. Takes and distributes non-routine, confidential minutes. 
 

 Responds to a wide variety of questions requiring substantial knowledge of the 
planning projects in particular and the organization in general. Resolves issues to 
limit issues forwarded to manager. 

 
 Oversees and/or maintains organizational files, binders, records, logs, etc.  

 
 Utilizes a high degree of autonomy throughout the workday. 

 
 Frequently uses confidential information and communicates diplomatically to maintain 

confidentiality. 
 

 Performs other duties as assigned or as necessity dictates. 
 

 The incumbent is responsible for adhering to established service standards of cultural 
competency and reinforcing those standards with peers, team members. 

 
 
SPECIALIZED KNOW-HOW & REQUIREMENTS: 

 
 Bachelor’s degree required. 

 
 Experience in a progressively responsible program implementation role. 

 
 Familiarity and experience working with the needs of communities of color and/or LGBTQ 

populations. 
 

 Must demonstrate ability to create complex documents or reports. 
 

 Must be willing to work evenings and some weekends. 
 

 Must regularly enhance computer skills by completing appropriate training classes. 
 

 Excellent interpersonal, communication, and customer service skills. 
 

 Excellent detail-oriented organizational, analytical, and problem solving skills involving 
established methods or practices; demonstrated ability to make appropriate decisions. 

 
 Excellent written and verbal communication skills. 

 
 Ability to work with a high degree autonomy throughout the workday. 

 Valid Wisconsin Driver's license and proof of auto insurance. 

Computer Skills 
 

 Considered adept with word processing and spreadsheet applications. Proficient with multiple, 
intermediate- level computer applications. 

 
 Proficient with software applications unique to the organization (i.e., graphics software, 

data reporting software, spreadsheets, etc.). 



 
PHYSICAL REQUIREMENTS: 

 
 Ability to sit, walk, stand, bend, and lift frequently throughout the workday. 

 
 Occasionally lifts items weighing up to 20 lbs. 

 
 Must have functional speech, vision, and hearing. 

 
 Operates all equipment necessary to perform the job. 

 
 Exposed to a normal office environment. 

 
SALARY:  

 The salary range for this position is $33,500- $39,000 annually.  Salary will be negotiated based on 
experience. 

How to Apply: Send resume and letter of interest to Mark Neufang, Diverse and Resilient, 2439 N 
Holton St, Milwaukee, WI 53212 (mneufang@diverseandresilient.org). Resumes should be submitted 
no later than 5:00 p.m. July 16, 2018; no phone calls please. Be sure to include in your letter for which 
position(s) you are applying.  

Diverse and Resilient, Inc. is a statewide nonprofit organization whose mission to achieve health 
equity and improve the safety and well-being of LGBTQ people and communities in Wisconsin. Diverse 
and Resilient is an equal opportunity employer and encourages applications from women, people of 
color, people with disabilities, and LGBTQ people. 

 


