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PROJECT COORDINATOR FOR WESTERN NEW YORK HEALTH INITIATIVE 

Project and Position Description: 

The University at Buffalo Regional Institute seeks an organized and effective Project Coordinator to 

manage and oversee all aspects of a project on health care in Western New York.  “Reaching for 

Excellence: Community Vision and Voices for Western New York Health Care,” a collaborative 

initiative guided by a client-based team and managed by the Regional Institute, seeks to engage 

community members in shaping the future of health care in Western New York.  Reaching for 

Excellence has three project components that will be completed during the next year:  

1. One Friday: Four Futures, a series of community conversations designed to amplify the voice 

of users of the Western New York health care system;  

2. a health care system dashboard based on community conversation feedback that will 

benchmark and continually measure the region’s health care system; and 

3. a Speaker Series showcasing national best practices and models of excellence in areas of 

health care challenging Western New York. 

Dissemination of the community's health care priorities and the dashboard will help guide decision-

makers and community planning efforts while building an understanding and awareness of the 

region’s health care vision and what needs to happen to realize that vision.  Further project 

information is available online at http://rx4excellence.org.  

The Project Coordinator will manage and oversee Regional Institute staff and assistants assigned to 

the project including coordinating and communicating with the client team.  The Coordinator will 

also oversee all project elements including health care indicator identification, data collection 

(including possible survey development and administration), report writing and presentation, 

planning and execution of speaker events, and monitoring and coordinating project Web site 

changes and updates.  In collaboration with Regional Institute staff, assistants and the client team, 

the Project Coordinator will schedule team meetings, set meeting agendas and report on project 

status.  
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SUMMARY OF RESPONSIBILITIES: 

The Project Coordinator will work with Regional Institute staff and assistants and the client team to 

complete the following tasks: 

Project Administration 

 Manage project elements and communicate with Regional Institute staff on project status, 

finances and contract compliance;  

 Supervise graduate/student assistants assigned to the project;  

 Communicate regularly with Reaching for Excellence client team on project status; and 

 Coordinate upkeep of Reaching for Excellence team and public Web sites as well as 

community conversation reporting mechanisms.   

Data Collection, Analysis and Reporting 

 Oversee the preparation and presentation of an approximately 10-page report on health care 

priorities gleaned from One Friday: Four Futures to the Western New York community;  

 Consult with health care and indicator development experts on potential health care 

indicators based on top community priorities; 

 Work with Regional Institute staff and client team to select health care indicators for 

measurement; analyze indicator data and, where necessary, develop a methodology and data 

collection tools for indicator measurement;  

 Coordinate preparation and presentation of an approximately 20-page dashboard on 

Western New York’s health care system performance; and  

 Develop a workplan for indicator and report card updates based on additional community 

conversations and data collection results.  

Speaker Event Coordination 

 Coordinate three health care speaker events, including identification and invitation of 

speakers (with input from client team); 

 Manage administration and coordination of event logistics, including venue arrangements, 

outreach, invitations and materials development; and  

 Oversee development of a research brief on event topic for distribution at event based on 

research compiled by Regional Institute project team.  
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QUALIFICATIONS: 

 Excellent organizational, communication, project management, writing and interpersonal 

skills; 

 Academic or other experience relevant to the position, including health care in general and 

health care issues and challenges specific to Western New York;  

 Experience managing projects preferred, particularly multi-deliverable, community-based 

projects; 

 Public presentation and event planning experience preferred; and 

 Experience with qualitative data analysis preferred.  

HOURS/SALARY:  An average of 24 hours per week from date of hire (approximately mid-

August) through July 2009. The Project Coordinator will be a project subcontractor with 

compensation of $35,000 paid over the project period with no additional benefits.  

APPLICATION PROCEDURE:   Submit cover letter, résumé, writing sample and the names 

and contact information of three references to the attention of Dr. Kathryn Friedman, Deputy 

Director at the University at Buffalo Regional Institute, University at Buffalo, Beck Hall, Buffalo, 

NY, 14214-8010.  Questions may be directed to Dr. Kathryn Friedman at 829-3777 or 

kbf@buffalo.edu. 

CLOSING DATE: Review of applications will begin Friday, August 1, 2008.  Position 

remains open until filled.   


