
 

NMHEP Creative Logistics and Operations Associate  

Posted May 26, 2017 

The New Mexico Health Equity Partnership (NMHEP), an initiative at the Santa Fe Community Foundation, 

focuses on building an infrastructure of community-based leadership that has the capacity and 

knowledge to change systems and address issues that make it possible for every New Mexican to have an 

opportunity live a healthy life. New Mexico needs residents actively involved and invested in making a 

difference, and it needs a strong set of community-based organizations that are an effective and 

galvanizing force that is able to inform decision makers. HEP is building the foundation to make this 

possible. We accomplish this by: 1) providing training to strengthen advocacy; 2) creating critical 

connections and linkages; 3) fostering authentic community engagement; and 4) providing resources to 

increase organizational and advocacy capacity.   

Reporting Relationship 

Reports to the NMHEP Grants & Capacity Building Strategist 

Employment Status 

Half-time (20 hours per week) 

Position Summary 

The Associate provides planning, onsite and logistics follow up support for gatherings and Health Impact 

Assessment trainings and webinars and supports with operations. The Associate also provides assistance 

to the Strategist with coaching to place-based partners and logistics guidance for convenings. The 

Associate serves as the NMHEP point person for one Health Impact Assessment team.  

Core Competencies and Experience for all NMHEP team members 

 Creativity, Humility, Humor, and Flexibility. 

 Strong critical thinking skills, curiosity and eagerness to learn from community members, peers 

and partners. 

 Ability to speak from their own lived experiences and connect the personal to the political. 

 An ability to focus on the big picture (vision) while implementing tasks to make progress towards 

the vision on a daily basis.  

 An ability to work independently and with a team and engage in shared brainstorming and 

decision making. 

 Ability to focus on community assets/strengths to develop solutions in partnership with 

community. 

 Commitment to developing and strengthening relationships with community members, peers and 

partners. 

 Strong communication skills (listening, verbal, writing, and confidentiality). 

 Experience / knowledge working with New Mexico’s diverse communities (bi-lingua and 

presentation skills in relevant languages preferred). 

 Experience and knowledge with policy/advocacy, anti-oppression work, community organizing, 

and/or social justice and the arts. 

 Commitment to practicing equity in all aspects of the work. 



Additional Qualifications and Experience Specific to this Role 

 Excellent customer service skills. 

 Experience working with partners to coordinate interactive and engaging gatherings.  

 Experience with logistics coordination and event planning. 

 Ability to prioritize competing tasks and projects. 

 Attention to detail.  

 Easily adaptable to changing needs and situations.  

 Experience in giving, receiving and integrating positive and constructive feedback with partners and 

addressing challenges directly and respectfully.   

 Familiarity with Health Impact Assessment and interest in learning more.  

Essential Functions and Core Responsibilities for this Role 

Strengthen Advocacy through Health Impact Assessment (HIA) 

 Support with HIA screening selection.  

 Logistics support for zoom when using the webinar platform for the HIA webinar series. 

 Logistics planning, onsite and follow up for the HIA trainings. 

 Serve as HIA HEP point person to help schedule calls, type up notes, and support with feedback to 

one HIA team. The HIA TA provider will provide technical assistance.  

Create Critical Linkages and Connections 

 Logistics planning, onsite, and follow up for small group gathering/policy advocacy days, as well 

as if needed for community-focused gatherings via earned income streams. 

 Logistics planning, onsite, and follow up for statewide gathering. 

Provide Ongoing Resources and Support to Increase Organizational and Advocacy Capacity 

 Provide technical assistance (when needed) regarding logistics for gatherings.  

 Support to Strategist (when available) with coaching to place-based partners and support to 

place-based teams with admin (phones, hotel booking, etc).  

Organizational Responsibilities to Support Programmatic Efforts 

 Logistics set up for team meetings, partner meetings, and network steering committee meetings  

 Logistics planning, onsite and follow up for fundraising events  

 Update grant research excel file based on what consultant puts together, update where necessary 

and put basic info into grant applications, and assist with grant writing.  

 Match all HEP credit cards to receipts; review financial activity reports; and reconcile budgets for 

gatherings (HIA training, small group gatherings, statewide gathering).  

 Provide input into strategy, network engagement, fundraising, via team and network steering 

committee meetings. 

 Check ins with supervisor.  

Compensation  

$20,262.16 annually for 20 hours per week 

Hiring Policy 

The Santa Fe Community Foundation is an equal opportunity employer.  We consider applicants for all 

positions without regard to race, color, religion, sex, age, national origin, ancestry, disability, marital status, 

sexual orientation, gender expression, or any other legally protected status. 

 

Please send a cover letter, resume and three professional references to: Jessica Jensen at 

jjensen@nmhep.org by June 23, 2017. 

mailto:jjensen@nmhep.org

