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JOB DESCRIPTION
Assistant Director

Asian & Pacific Islander Institute on Domestic Violence
Organizational Description:PRIVATE 

The Asian & Pacific Islander American Health Forum (APIAHF) is a national advocacy organization whose mission is to promote improvement in the health status of all Asian and Pacific Islander Americans. The APIAHF was formed in 1986 to identify significant health issues facing the Asian and Pacific Islander American communities, and to encourage general public and political support to promote the health of Asian and Pacific Islander Americans.  

Title:  

Assistant Director, 100% Full Time Equivalent

Reports to:
Director, API Institute on Domestic Violence 
Salary:

$60,000 – $65,000 + excellent benefits
Starting date:
As soon as possible
Job Summary:

The Asian & Pacific Islander Institute on Domestic Violence is a national resource center and clearinghouse on gender violence in API communities. It serves a national network of advocates, community members, organizations, service agencies, professionals, researchers, policy advocates and activists from community and social justice organizations working to eliminate violence against API women. 

Primary activities of the Institute include: strengthening networks of advocates and API domestic violence programs, collaborating with national organizations, convening national meetings, coordinating national workgroups, providing technical assistance and training, developing training curricula, materials and resources, maintaining a national resource center, conducting research, engaging in policy advocacy and other program development activities.
Duties and Responsibilities:

· Manage and implement the API Institute’s current and new programs and activities in accord with its strategic goals

· Represent the organization at national events, on policy issues, and on various Advisory Committees.

· Design and coordinate national, regional, statewide or local conferences, meetings and trainings

· Training responsibilities include developing and authoring training curricula, conducting trainings, training trainers and other public speaking activities.
· Guide capacity development of API domestic violence and other community based organizations by providing technical assistance on program development, data collection, evaluation, etc. particularly in connection with new programs under VAWA 2005 and with start-ups
· Policy duties include participating in national policy discussions on critical issues affecting API battered women and programs that serve them, organizing policy work groups, collaborating with related fields and with the Health Forum’s policy division, and developing policy briefs for the API Institute

· Grant related activities include writing grant proposals and grant reports, and managing contracts and budgets of over $500,000
· Work collaboratively with Health Forum and API Institute staff, and the latter’s Steering Committee 
· Perform other duties as assigned by the Director
Required Qualifications:

· Graduate degree or equivalent experience in domestic violence or related field;

· Minimum five years experience in domestic violence direct services and/or policy;

· Knowledgeable about national domestic violence policies and legislation

· Three years experience in program planning, grant writing and multi-source budget management;

· Three years experience in providing training and/or technical assistance 
· Demonstrated writing skills; including curricula development
· Demonstrated public speaking skills;

· At least two years of management experience;

· Strong interpersonal and organizational skills and ability to work with diverse groups of people;

· Strong initiative, creativity and motivation, including ability to work under pressure and with deadlines;

· Ability to travel nationally as part of work responsibilities.

Desired Qualifications:

· Three years experience working with Asian and Pacific Islander communities;

· Three years experience working in national organizations
· Knowledgeable about VAWA 2005

· Bilingual and/or bi-literate in an Asian or Pacific Islander language.

To apply: 

Send the following to: 
hr@apiahf.org (preferably) OR mail to:

APIAHF, Attn: HR - DV Assistant Director

450 Sutter St., #600, San Francisco 94108
· Curriculum vitae/resume

· Cover letter that references required and desired qualifications 
· At least one, but preferably two writing samples

· Three references

Application deadline: June 30 2007
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