Atlantic States Marine Fisheries Commission

1444 Eye Street, N.W., 6th Floor

Washington, D.C.   20005

(202) 289-6400

(202) 289-6051 fax

VACANCY ANNOUNCEMENT

Assistant Program Coordinator, Atlantic Coastal Cooperative Statistics Program

Salary Range - $27,000 – $32,000 annually



Closing Date: April 16, 2004

(Starting salary commensurate with successful applicant’s experience)

Location:  Washington, D.C.

The Atlantic Coastal Cooperative Statistics Program (ACCSP) is a state-federal program to design, implement, and conduct marine fisheries statistics data collection programs and to integrate those data into a single data management system that will meet the needs of fishery managers, scientists, and fishermen.  Standards and policies are established by the ACCSP Coordinating Council, composed of a policy-level administrator from each state and federal partner.  The ACCSP relies on a variety of technical and advisory committees and the ACCSP staff to develop recommendations for the program standards and design. The ACCSP Director and staff are responsible for support and coordination of meetings and activities of the technical and advisory committees. State and federal partners implement the data collection programs, and the staff operates the data management systems. For more information on the ACCSP visit www.accsp.org

Position Description:  The position of Assistant Program Coordinator is funded with federal financial aid through the Atlantic Coastal Fisheries Cooperative Management Act, and is based in the Washington, D.C. office of the Atlantic States Marine Fisheries Commission (ASMFC), which provides administrative support for the ACCSP. This position, which reports to the ACCSP Director, may require occasional overnight travel, primarily along the Atlantic coast.

Duties:  The Assistant Program Coordinator is responsible for assisting staff with coordination of technical committee activities and support of partner implementation. The Assistant Program Coordinator will assist the ACCSP Director, Program Coordinator, Outreach Coordinator, and Information Systems Manager on a wide variety of projects, including: meeting preparation and logistics; monitoring partner implementation of projects; preparation of outreach materials; website maintenance; updating databases; developing routine technical documents, issue/policy papers, and annual action and operations plans; and managing incoming funding proposals. The Assistant Program Coordinator will also provide clerical and administrative support to the ACCSP staff, estimated at 20% of work time.  See the attached position description for additional details.

Qualifications:  Applicants must have a bachelor's degree in fisheries science, marine biology, or a related field. The qualified candidate pays careful attention to detail; has strong interpersonal, writing and oral communication skills; handles multiple tasks efficiently; and has general knowledge of personal computers.

 Application Process: Applicants should submit current vitae, cover letter, and a writing sample (scientific or public) to Laura Leach, Director of Finance and Administration, Atlantic States Marine Fisheries Commission, 1444 Eye Street, N.W., 6th Floor, Washington, D.C. 20005.  Please note the closing date of April 16, 2004.  Mailed applications must be postmarked by the closing date. Applications may also be emailed to lleach@asmfc.org, or faxed to (202) 289-6051. 

Atlantic Coastal Cooperative Statistics Program

Position Description

Position Title: Assistant Program Coordinator
Classification: Fishery Specialist I

General Description:

The Assistant Program Coordinator is responsible for assisting staff with coordination of technical committee activities and support of partner implementation. The Assistant Program Coordinator will assist the ACCSP Director, Program Coordinator, and Outreach Coordinator on a wide variety of projects, including: meeting preparation and logistics; monitoring partner implementation of projects; preparation of outreach materials; website maintenance; updating databases; developing routine technical documents, issue/policy papers, and annual action and operations plans; and managing incoming of funding proposals. The Assistant Program Coordinator will also provide clerical and administrative support to the ACCSP staff, estimated at 20% of work time.

Specific Duties:

1) Assist the Program Coordinator with overall support, coordination, and documentation of technical committee work for development and implementation of ACCSP standards; including, but not limited to:  the Commercial and Recreational Technical Committees, Biological Review Panel, and Bycatch Prioritization Committee.

2) Assist Outreach Coordinator with overall support, coordination, and documentation of Advisory Committee and Outreach Committee activities.

3) Assist the ACCSP Director in the support, coordination, and documentation of Coordinating Council and Operations Committee activities.

4) Assist the ACCSP Director, Program Coordinator, Outreach Coordinator, and Information Systems Manager in preparation and compilation of relevant materials for committee meetings, including, but not limited to:  review of committee transcripts, compilation of relevant technical documentation, and development of Technical Series Documents and the Program Design.

4) Assist the Director, Program Coordinator, and Outreach Coordinator with development and updates to policy documents and presentations, including but not limited to issue and policy papers, and annual operations plans.

5)
Assist the Program Coordinator with monitoring and documenting status of partner implementation projects, and with the annual ACCSP funding process.

6) 
Assist the Outreach Coordinator in researching outreach issues; developing new materials; maintaining the ACCSP website, including annual updates to the sampling targets and funding information; and preparation for tradeshows, presentations, and other special events.
7)
Provide administrative support to ACCSP staff, including photocopying, distribution of correspondence, arranging conference calls and providing notice to participants, filing, and maintenance of various databases with careful attention to detail.

Supervision

The Assistant Program Coordinator reports directly to the Director of the Atlantic Coastal Cooperative Statistics Program.  
Work Environment

The Assistant Program Coordinator will work in the offices of the Atlantic States Marine Fisheries Commission in Washington, D.C.  Work is performed in an office setting.  The work may involve occasional travel.  The work requires the ability to meet deadlines and to keep track of multiple ongoing tasks.  ACCSP staff has the same benefits as ASMFC staff and follow ASMFC administrative procedures.

Overtime

This position is not qualified for overtime.  Compensatory time and flexible working hours (with supervisory approval) are available under ASMFC’s policies.  However, the Assistant Program Coordinator is a salaried employee and expected to invest the effort needed to make the ACCSP successful.

