
Coffee County Anti-Drug Coalition 
122 McMinnville Hwy. 
Manchester, TN  37355 

Creating, supporting, and maintaining a safe, healthy and drug-free community 

931-570-4484  
931-570-2361  

Office:  
Fax: 

www.ccantidrug.org 

Job Description  
Prevention Coordinator 

 
Responsible To:  Executive Director                Salary: $30,000 - $35,000  
                             
Qualifications: 

1. Bachelors degree in Psychology, Sociology, Public Health, Community Prevention, or related field 

2. Demonstrated leadership, organizational and management abilities, including the ability to write and monitor 
grant funding applications 
3. Demonstrated ability in developing community programs and services, preferably in the anti-drug movement 

4. Ability to work collaboratively with diverse groups 

5. Strong written, verbal, presentation, and interpersonal skills 
6.   Competent technological skills 
 
Essential Responsibilities: 

1. Works with a multi-disciplinarian approach under the direction of the Executive Director to implement all    
facets of the grant(s) 
2. Works with each sector regarding assessment, planning, implementation and evaluation of drug and alcohol 
prevention and intervention programs and services 
3. Collaborates with Coalition members and community organizations and agencies to prepare grant proposals and 
funding applications to sustain the Coalition and related community programs and services to reduce the use of 
drugs and alcohol 
4. Collaborates with local business, government and community leaders to form working relationships to resolve 
youth, adult and community ATOD (Alcohol, Tobacco, and Other Drug)  issues 
5. Collaborates with all sectors to disseminate information regarding drug and alcohol use, available programs and 
services, and the success of  implemented strategies in Coffee County 
6. Assists with public policy initiatives to reduce the incidence of drug and alcohol abuse among county residents 

7. Assists with compiling, preparing, presenting and submitting all grant compliance reports 
8.    Represents the Coalition at community, regional, state, and national forums 
 
General Requirements: 

1. Follows Federal and State laws and adopted polices and procedures in accordance with Coffee County Anti-
Drug Coalition priorities 
2. Maintains ethical standards, which include professionalism and the protection of confidential personnel, indi-
vidual and community information 
3. Travel during the work day will be required for local, regional, and state meetings/trainings with occasional 
overnight travel to national training conferences 
4. Expected to work 40 hours per week primarily Monday through Friday with the exception of occasional     
weekend community events 
5. Must be able to obtain Prevention Certification within 12 months after hire date and maintain thereafter 
6.   Other responsibilities and/or duties may be required and assigned 
 


