S+ NEVADA CANCER
i, COALITION

Sun Smart Manager
(New Position)

FLSA Status: Exempt

Reports To: Prevention & Detection Director (dotted line to Community Engagement
Manager for event execution coordination)

Supervises: Seasonal interns, students, and volunteers as needed

Position Summary

The Sun Smart Manager leads NCC's Sun Smart skin cancer prevention and early detection
portfolio statewide. This role owns education strategy and delivery, coordinates curriculum
scheduling and presenters, supports planning and execution of skin check clinics, and
represents NCC in partner coalitions focused on skin cancer prevention. The role is
designed to strengthen program quality and survivability by maintaining documented
processes, cross-trained coverage for core tasks, and reliable staffing through intern and
presenter management.

Qualifications

Bachelor's degree in public health, health education, healthcare administration,
education, or related field required

Two or more years of experience in program coordination, health education,
outreach, or prevention programming required

Bilingual preferred

Experience delivering presentations and coordinating education in schools or
community settings

Demonstrated ability to manage logistics, schedules, and multiple stakeholders
across locations

Experience supervising interns, students, or volunteers preferred
Strong documentation and follow-through in grant-funded environments

Valid driver's license, reliable transportation, and ability to transport outreach
materials as required

Ability to travel within Nevada, occasional out-of-state travel, and work occasional
evenings or weekends for events

Willingness to complete background check
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Essential Functions

Sun Smart Program Strategy and Education Delivery

Lead Sun Smart education strategy and maintain an annual education plan aligned
with NCC priorities, partner capacity, and campaign calendars.

Coordinate curriculum planning, scheduling, and delivery statewide, including school
and community site recruitment and confirmation.

Maintain and improve presentation materials and curriculum assets in coordination
with Communications and NCC leadership.

Track education delivery activity and maintain standardized documentation needed
for reporting and program improvement.

Evaluate, lead, and aid in the implementation of policy efforts.

Student and Volunteer Coordination

Recruit, train, schedule, and support students, interns, and other volunteers to deliver
prevention education and outreach in schools and community settings.

Provide training, talking points, and presentation readiness support to ensure
education delivery is accurate, consistent, and audience-appropriate.

Maintain presenter rosters, training logs, schedules, and coverage plans to prevent
missed presentations and reduce reliance on a single presenter.

Provide clear workplans, timelines, and deliverables for interns and ensure
performance feedback and quality control.

Maintain repeatable intern onboarding and training materials to support continuity
across seasons.

Coordinate with partner institutions to maintain a predictable pipeline of student and
presenter participation.

Skin Check Clinics Planning and Support

Support planning and execution of skin check clinics, including logistics coordination,
site readiness, staffing coordination, supplies, and run-of-show needs.

Coordinate with clinical partners, volunteers, and internal staff to ensure clinics are
staffed appropriately and executed consistently.

Maintain clinic documentation standards including attendance counts, partner
participation, and any required follow-up process tracking.

Coordinate with Community Engagement and Communications for promotion,
registration messaging, and post-event documentation as needed.

Policy Coordination and Support

Track and manage policy at the national, state, local and school district levels.

Identify areas of policy heeded to improve sun safety and skin cancer prevention
efforts.

Coordinate with students and champions to support policy efforts.
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Partner Coalitions and Stakeholder Representation

Represent NCC in designated partner coalitions and stakeholder groups connected
to skin cancer prevention and early detection.

Maintain relationships with school districts, community organizations, clinical
partners, and statewide prevention stakeholders.

Document coalition participation, meeting outputs, and action items and coordinate
follow-through with NCC staff as appropriate.

Documentation, Reporting Inputs, and Evidence Management

Maintain program documentation including schedules, outreach counts, training
logs, meeting notes, and event artifacts needed for reporting.

Coordinate with the Grants and Operations Coordinator to ensure evidence files are
complete, standardized, and audit ready.

Maintain basic SOPs for education scheduling, presenter training, clinic execution
support, and intern workflows.

Continuity and Survivability Responsibilities

Maintain a coverage plan for curriculum delivery, including named backups and
standardized presentation materials.

Crosstrain an adjacent staff member on limited, repeatable tasks such as scheduling,
agenda templates, and outreach documentation.

Ensure key contacts, schedules, and program materials are stored centrally and
accessible to leadership and designated backups.

Other Duties

Perform additional duties as assigned to support organizational needs and mission
delivery.

Key Deliverables and Success Measures

Sun Smart education delivered consistently statewide with documented outputs and
reliable scheduling.

Presenters trained and supported with minimal cancellations and consistent quality.

Skin check clinics supported with clear logistics, smooth execution, and documented
outcomes.

Students and volunteers managed effectively with repeatable onboarding and clear
deliverables.

Program documentation and workflows remain current and survivable during staff
absences or turnover.
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