
PATH, Inc.
Job Description

Position Title:

Duneland HUB Coalition Coordinator

Reports To:

Executive Director, PATH, Inc.

Status:

Full-Time (1.0 FTE), Exempt

Work Location:

Hybrid – Based in Porter County, Indiana with regular travel throughout the Duneland 
community, schools, partner agencies, businesses, and community events.

Position Summary
The Duneland HUB Coalition Coordinator serves as the primary coordinator and public 
representative of the Duneland HUB Coalition. The Coordinator is responsible for leading the 
daily operations of the coalition while building strong partnerships among schools, community 
organizations, businesses, healthcare providers, government agencies, and residents.

This position provides leadership for coalition planning, implementation, communications, 
community engagement, grant activities, data collection, and reporting while ensuring progress 
toward the coalition's strategic goals. The Coordinator works independently while collaborating 
closely with PATH leadership, coalition committees, volunteers, community partners, and 
funding agencies.

The ideal candidate is a highly organized, relationship-focused self-starter who enjoys working 
both in the office and throughout the community. This individual is comfortable facilitating 
meetings, representing the coalition publicly, organizing events, and moving multiple projects 
forward simultaneously.



Essential Duties and Responsibilities
Coalition Leadership

 Coordinate the day-to-day operations of the Duneland HUB Coalition.
 Facilitate implementation of the Coalition Strategic Plan.
 Recruit, engage, and retain coalition members representing all community sectors.
 Coordinate committee meetings and coalition workgroups.
 Develop meeting agendas, minutes, and follow-up action items.
 Monitor progress toward coalition goals and objectives.
 Foster collaboration among coalition partners.
 Serve as the primary point of contact for coalition inquiries.

Community Engagement
 Build and maintain relationships with schools, community organizations, healthcare 

providers, law enforcement, local government, faith communities, youth-serving 
organizations, and businesses.

 Represent the coalition at community meetings, events, conferences, and public forums.
 Coordinate community outreach and awareness campaigns.
 Recruit volunteers and community partners.
 Promote coalition initiatives through networking and public engagement.

Grant & Program Management
 Assist with implementation of grant-funded activities.
 Monitor project timelines and deliverables.
 Collect required documentation and supporting materials.
 Maintain accurate records for grant compliance.
 Prepare reports for funding agencies.
 Assist with budget tracking and grant expenditures.
 Coordinate required trainings and technical assistance.



Communications
 Develop coalition newsletters and updates.
 Maintain coalition email communications.
 Coordinate social media messaging in collaboration with PATH communications staff.
 Assist in development of marketing materials.
 Update coalition website content as needed.
 Prepare presentations for coalition meetings and community events.
 Respond to community inquiries.

Data Collection & Evaluation
 Collect coalition participation data.
 Track community engagement activities.
 Assist with surveys and assessments.
 Compile meeting attendance records.
 Maintain coalition databases.
 Assist with evaluation activities.
 Prepare reports summarizing coalition outcomes and accomplishments.

Event Planning
 Coordinate coalition meetings.
 Plan community education events.
 Organize trainings and workshops.
 Coordinate health fairs and outreach activities.
 Manage event logistics including locations, vendors, supplies, volunteers, registration, 

and follow-up.

Administrative Support
 Maintain coalition files and records.
 Prepare correspondence.
 Schedule meetings.
 Manage calendars related to coalition activities.
 Maintain inventory of coalition materials.
 Assist with purchasing and ordering supplies.
 Perform other administrative duties as assigned.



Required Qualifications
 Bachelor's degree in Public Health, Community Health, Social Work, Education, 

Communications, Nonprofit Management, Business, or related field preferred.
 Associate degree or individual with relevant experience may be considered.

o Minimum of two years of experience in community organizing, coalition 
building, nonprofit administration, project management, or related field preferred.

 Excellent written and verbal communication skills.
 Strong organizational and time management skills.
 Ability to work independently with minimal supervision.
 Strong interpersonal relationship-building skills.
 Experience coordinating meetings and events.
 Proficiency with Microsoft Office Suite and Google Workspace.
 Ability to manage multiple priorities simultaneously.
 Valid driver's license and reliable transportation.

Knowledge, Skills & Abilities
 Strong leadership skills.
 Excellent public speaking abilities.
 Relationship-building and networking.
 Problem-solving and critical thinking.
 Professional written communication.
 Event coordination.
 Meeting facilitation.
 Project management.
 Organizational planning.
 Adaptability and flexibility.
 Ability to maintain confidentiality.
 Commitment to collaboration and teamwork.

Work Environment
The Coordinator works in a professional office environment while spending significant time 
throughout the community. This position requires frequent attendance at meetings, schools, 
community events, and partner organizations. Evening meetings and occasional weekend 
activities are expected.



PATH Core Values
As a PATH employee, the Duneland HUB Coalition Coordinator is expected to demonstrate and 
promote the organization's values by:

 Treating all individuals with dignity and respect.
 Building positive relationships with youth, families, schools, and community partners.
 Demonstrating integrity, honesty, and accountability.
 Supporting evidence-based prevention and positive youth development.
 Maintaining confidentiality and professionalism.
 Representing PATH and the Duneland HUB Coalition with excellence in all community 

interactions.
 Working collaboratively to strengthen healthy, resilient communities.

Position Highlights

This is an ideal opportunity for a motivated professional who enjoys connecting people, building 
partnerships, and making a visible impact throughout the community. The Coordinator serves as 
the public face of the Duneland HUB Coalition and plays a vital role in helping create a 
healthier, stronger Duneland community through collaboration, prevention, and community 
engagement.

Employment with PATH, Inc. is contingent upon successful completion of required 
background checks, reference verification, and compliance with all organizational policies 
and grant requirements.


