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JOB ANNOUNCEMENT

DIRECTOR OF PROGRAMS 

The Friends Research Institute’s Los Angeles community site, Friends Community Center, provides a continuum of HIV prevention and substance abuse prevention and treatment programs and research studies to gay, bisexual, and MSM substance users and transgender women at risk of HIV infection. 

General Responsibilities:  Oversee the administrative operation of all county- and city-funded HIV prevention and substance abuse programs. Oversee program staff, including ongoing evaluation and clinical supervision.  Provide data management and strong administrative and programmatic support to the Executive Director/Senior Research Scientist. 

Specific Responsibilities:  

• Assist in the implementation of all program services, 
• Assist in the preparation and submission of all required assessments, protocols, and other contract documents;
• Assist with ongoing monitoring and evaluation and quality management activities;


• Maintain accurate written reports;

• Interface with administrative staff, site-based and field staff, and the Executive Director;
• Assist in hiring, training, and supervising program and field staff; 

• Provide or assist with ongoing clinical supervision of staff;


• Assist with day-to-day agency administration;

• Manage and analyze data files in SPSS;

• Assist in preparation of research presentations and manuscripts;

• Assist in grant and proposal writing;
• Network with community agencies and public policy committees to enhance community-wide awareness of FRI and its services; and

• Other duties as assigned.

Qualifications:  Applicants must possess a Master’s degree in social science/public health/health science/social work or related field with a minimum of 2 year experience working in a community-based, non-profit environment and/or a research environment.  Strong interpersonal skills and experience managing a diverse para-professional staff.  Experience handling data files and utilizing data for reporting, monitoring, and evaluation.  Must be able to communicate clearly in written and spoken English.  Required computer literacy in Windows, SPSS, Excel, PowerPoint, Microsoft Word.  Knowledge of and sensitivity to gay, bisexual, lesbian and transgender populations, homeless populations, and/or substance using populations. Willing to work evenings and weekends.
Salary:



Commensurate with experience + benefits

Application Deadline:

Until filled

Contact Information:
Please email, fax or mail résumé and a one-page cover letter to (absolutely no phone calls):

Dahlia Ferlito
Director of Programs
FAX:  (323) 463-0126  absolutely no phone calls
fcc@friendsresearch.org
Friends Research Institute, Inc. is an equal opportunity employer.
