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	Name:
	

	Job Title:
	State Professional Recruitment Coordinator (SPRC)
	Member, Board of Directors:
	Yes

	Term of Office:
	
	Member, Executive Committee:
	No

	Route to Office:
	Appointed
	Voting Member of the Board:
	No

	Accountabilities:
	Team Member, reports to PR Chairperson

	Committees Headed:
	SPRC sub-committee
	Committee Member:
	Public Relations



	Position Purpose: 
	To promote UAND and the profession of dietetics to students


	ESSENTIAL JOB RESPONSIBILITIES

	· Job Function:  Communication
1) Distribute career guidance information and materials to students, members and the general public in conjunction with university dietetics and nutrition programs.

2) Develop/Maintain a UAND display board that provides information on the profession. 

3) Work with high school counselors to provide materials and information to students.

4) Develop/Maintain a list with high school, college, and university recruitment/career contacts.

5) Coordinate and organize career fair displays as requested by higher education institutions, high schools and junior high schools in the state.

6) Coordinate with Utah universities to educate counselors on dietetics as a profession.   

7) Assist in providing UAND representation at health fairs and other promotional events as requested.
8) Work with PR Team Chairperson to coordinate health fairs and/or other marketing events.
9) Complete Strategic Plan responsibilities.



	· Job Function:  Financial
1) Submit annual budget to PR Team Chairperson.

2) Account for all debits and payments received through accurate balancing and bookkeeping.




	· Job Function:  Business
1) Maintain complete and accurate documentation of SPRC activities.




	· Job Function: Team Player
1) Establish and chair the SPRC sub-committee and hold meetings as needed.

2) Assist PR Team with all goals and marketing efforts.
3) Attend scheduled PR Team meetings.



	MINIMUM QUALIFICATIONS

	Must be a Registered Dietitian with excellent communication and customer service skills.  Must be able to work independently with very little supervision, meeting deadlines and goals as required.  



	PREFERRED QUALIFICATIONS

	Educational background or pervious experience in marketing, advertising, public relations, and/or media relations preferred.



	

	GENERAL PHYSICAL DEMANDS & WORKING CONDITIONS OF JOB

	Must be able to work effectively under high stress conditions
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