Assistant Supervisor 
Title: Assistant Supervisor
Reports to: Illinois NET Program Coordinator

Job Description: The Assistant Supervisor is responsible for implementing, monitoring and evaluating nutrition education projects administered by the Illinois Nutrition Education and Training Program. The Illinois NET Program is a nonprofit program administered by the Illinois State Board of Education for the purpose of promoting children’s health and achievement. The Illinois NET Program provides free nutrition education training, technical assistance and resources to childcare and school staff in Illinois. The Program administers a number of grant-funded projects to support lifetime healthy eating and an active lifestyle for Illinois children.
The Assistant Supervisor position is for 236 days/year and includes benefits.
Responsibilities: 

1. Coordinates and supervise nutrition education projects to achieve objectives within timelines. 
2. Conducts research and identifies resources to support successful project implementation.
3. Organizes and prioritizes work to achieve objectives on multiple nutrition education projects.

4. Collaborates with and guides the work of NET consultants, specialists, contractors working on projects.
5. Develop, maintain and strengthen relationships with project partners.
6. Works closely with all NET staff to plan, implement and evaluate nutrition education grant projects.
7. Coordinates nutrition education conferences, events and workshops, as needed.
8. Develops nutrition education training and assessment tools for childcare and school educators and foodservice staff, as needed.
9. Provides nutrition education training to childcare and school educators or child nutrition staff.

10. Works with NET staff to maintain and update project information on the Illinois NET website, as needed.
11. Writes nutrition articles, press releases to promote new services and programs, as needed.  

12. Conducts grant impact assessments to assess the effectiveness and usefulness of training approaches, programs and activities.
13. Collects and analyzes data and develops reports.

14. Completes research for grant applications, as needed.
15. Travels throughout Illinois to provide educational program or promote projects, as needed.
16. Other duties as assigned.

Required:
· Registered Dietitian or Master’s degree in nutrition, dietetics, health education or a field related to the responsibilities of the position.
· A minimum of five years of experience in successful project or program management 

Qualifications:
· An individual who is highly motivated and possesses a commitment to children’s health
· Knowledge and strong skills in nutrition education theory and practice

· Experience in successful management of nutrition education projects or programs 

· Ability to effectively analyze projects and develop plans that result in successful implementation
· Ability to organize and prioritize work on multiple projects to achieve objectives and meet timelines

· Ability to work efficiently and reliably both independently and in a team
· Excellent written communication skills, specifically related to developing reports, assessment tools and educational resources

· Excellent verbal communication skills, specifically related to delivering training
· Flexibility to perform work in a variety of setting and on evenings and weekends, as needed 
· Current, valid drivers license and access to a personal vehicle for travel
· Computer literacy: knowledge of Microsoft Office suite, specifically Word and Power Point 
· The ability to work well with people of all cultures, races and religion
· Ability to lift boxes up to 40 pounds and carry equipment and supplies up stairs
Work Location: The Assistant Supervisor works in the Illinois NET Program office located at 245 W. Exchange Street, Sycamore, Illinois. Travel is required throughout the state for events and meetings related to work. 
Compensation: Salary is commensurate with education and experience starting at a base salary of $51,754. Position has benefits including vacation, insurance, accrued sick time and personal days.
How to Apply: 
· Application (available at www.thenia.org, select the Employment page)
· Letter of Application - addressing how you meet the qualifications for the position
· Curriculum Vitae

· Please provide contact information for 2-3 supervisors under References on the Application for Employment. 
Submit application to:

Dianne Fraedrich

Human Resources

The Northwestern Illinois Association

245 W. Exchange Street, Suite 4

Sycamore, Illinois 60178

For questions about the position call Deb Rees, Illinois NET Program Coordinator at 800-466-7998. 
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