
SILVER THREAD PUBLIC HEALTH DISTRICT  
POSITION DESCRIPTION 

  
 

JOB TITLE: Prevention Services Coordinator 

FLSA STATUS: Non-Exempt  

DEPARTMENT: PUBLIC HEALTH  

LOCATION: HINSDALE County Office (Lake City) 

PAY RANGE: $25-$28/hour (DOE)  

Position is full-time (at least 32 hours) and is eligible for benefits  
Position is open until September 30, 2026.  

To Apply:  
Submit the following items to P.O. Box 425, Creede, CO 81130, or 
via email to mcnurse@silverthreadphd.org  

1. Cover Letter  
2. Resume  
3. Silver Thread Public Health District Application  

 
GENERAL STATEMENT OF DUTIES:  
Under the direction of the Public Health Director, this position is responsible for 
coordinating the entire Elevating Prevention in Colorado (EPIC) project with fidelity. Key 
responsibilities include engaging community members, identifying areas needing 
capacity building, locating resources to meet those needs, facilitating meetings, reporting 
on project progress, maintaining communication with community partners and 
community members, and coordinating implementation of the selected evidence-based 
prevention strategy. The Program Coordinator oversees our agency's prevention 
strategy, which includes the EPIC coalition process. 
  
ESSENTIAL JOB FUNCTIONS:  
The following duty statements are illustrative of the essential functions of the job and do 
not include other non-essential or marginal duties that may be required.  The STPHD 
reserves the right to modify or change the duties or essential functions of this job at any 
time. 
  
The general purpose of this position is to decrease juvenile delinquency by addressing 
risk and protective factors that lead to healthy behaviors and clear standards; identifying 
needed community policy changes; assisting and facilitating the Community Prevention 
Coalition; and implementing youth services and programs. 
 

�​ Complete and continue training in all levels of risk- and protective factor-focused 
prevention planning. 

�​ Must complete the Substance Abuse Prevention Specialists Training (SAPST) 
within the first 6 months of hire. 

�​ Facilitate stakeholder meetings to assess community readiness, collect 
qualitative and quantitative data, and gauge needs. 
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�​ Work with state technical assistance to provide appropriate, meaningful training 
for board members. 

�​ Recruit, train, and maintain board members. 

�​ Assist the prevention coalition in planning, developing, writing, implementing, and 
adhering to the strategic plan. 

�​ Prepare for, attend, and participate in the meetings of the local prevention 
coalition. 

�​ Complete administrative tasks associated with prevention coalition functions, 
including, but not limited to, planning prevention coalition agendas, disseminating 
minutes, preparing mailings, providing requested information, and maintaining 
records.  

�​ Serve as a liaison between funders, local partners, other prevention projects, and 
service providers. 

�​ Distribute and communicate pertinent information and communications as 
required.  Meet with the Public Health Director at least monthly to review 
progress and obtain any needed assistance. 

�​ Attend appropriate training as available. Appropriate training would include 
anything that helps develop the skills needed to perform job duties more 
effectively. 

�​ Responsible for hosting and/or assisting with direct services for youth (e.g., 
Summer Youth Program, after-school groups, parenting programs, etc.). 

�​ Host community forums to present related topics, including the health status of 
community youth.  

�​ Must complete quarterly and annual reports for funding agencies in a clear, 
concise, accurate, and timely manner. 

�​ Must become familiar with and adhere to the work plan as outlined in the funding 
application. 

�​ Must participate in providing insight into feasible work plan options in consecutive 
years of funding.  

MINIMUM QUALIFICATIONS REQUIRED:  
Education & Experience: A baccalaureate degree in a field related to youth 
development, public health, community development, nonprofit management, behavioral 
sciences, or education; at least two years of related experience (which may include a 
combination of work and education); must pass a background check. 

​  
REPORTING RELATIONSHIPS: 
This position reports to the Public Health Director. 
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KNOWLEDGE, SKILLS, AND ABILITIES: 
�​ Knowledge of or ability to learn policies and procedures, overall program functions, 

and general individual responsibilities within the program. 

�​ Will need to become familiar with the Elevating Prevention in Communities (EPIC) 
and the Strategic Prevention Framework models for building coalitions and for 
preventing substance abuse and juvenile delinquency. 

�​ Ability to gather, analyze, interpret, and organize data, as well as provide trend 
analysis reports. 

�​ Ability to work closely and effectively with youth, co-workers, board members, 
supervisors, and funders. 

�​ Ability to work with minimal supervision and exercise independent judgment and a 
high degree of initiative within established procedures. 

�​ Ability to read and interpret a wide range of complex rules, regulations, and other 
materials. 

�​ Ability to communicate both verbally and in writing in a clear, concise manner. 

�​ Ability to manage time effectively. 

�​ Group facilitation skills. 

�​ Knowledge and understanding of risk reduction and prevention among youth. 

�​ Must have a basic understanding of community health prevention theory and 
practice. 

�​ Must be a team player and participate in various other public health functions to 
support the agency's work across all areas of community development.  

SCOPE OF INTERPERSONAL CONTACTS:  
Relationships are with the general public, youth, parents, supervisors, the Community 
Prevention Coalition, and the school.  
 
MATERIAL AND EQUIPMENT USED: 

●​ Telephone  
●​ Fax  
●​ Copy Machine  
●​ Computer, printer, scanner  
●​ Calculator  
●​ Various software systems  
●​ Car 

  
WORK ENVIRONMENT: 
Work is confined to a standard office environment with some overnight travel.  
 
PHYSICAL DEMANDS: 
The following are some of the physical demands commonly associated with this position.  
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Mobility: 

●​ Work requires sitting at a desk for long periods. 

Lifting: 
●​ Must be able to lift 20 pounds.  

Dexterity: 
●​ Handles, seizes, holds, grasps, turns, or otherwise works with the hand or hands. 
●​ Fingers, pick up, pinches, or otherwise work primarily with the fingers rather than 

with the whole hand or arm.  

Vision: 
●​ Close vision (clear at 20 inches or less). 
●​ Distance vision (clear at 20 feet or more). 
●​ Color vision (ability to identify and distinguish colors). 
●​ Peripheral vision (ability to observe an area visible up and down or to the left or 

right while the eyes are fixed on a given point). 
●​ Depth perception (three-dimensional vision, the ability to judge distances and 

spatial relationships). 
●​ Ability to adjust focus (the ability to adjust the eye to bring an object into sharp 

focus).  

 Communication: 
●​ Ability to communicate clearly and concisely, both verbally and in writing.  

 Licenses 
●​ Must possess a valid Colorado driver's license.​   

  
CONFIDENTIALITY: 

●​ Ensure discreet handling of all business 
●​ Adhere to HIPAA guidelines 
●​ Legally required to maintain client privacy  
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The duties listed above are intended only as illustrations of the various types of work that 
may be performed.  The omission of specific statements of duties does not exclude them 
from the position if the work is similar, related, or a logical assignment to the position. 
 
The Prevention Services Coordinator position is funded through various grant sources. 
The Prevention Services Coordinator is to follow policies as set forth by Hinsdale 
County, Silver Thread Public Health District, and its Board of Health, as well as those 
stated in state, federal, and foundation granting contracts. 
 
I __________________________ acknowledge that I have received a copy of the 
current job description for my position with Hinsdale County.  I understand the job 
description does not constitute an employment agreement between the employer and 
the employee and is subject to change by the employer as the employer's needs and the 
job's requirements change. 
 
 
 
________________________________​ ________________________ 
Signature​ ​ ​ ​ ​ Date 
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