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JOB DESCRIPTION

	JOB TITLE:  Health Resource Coordinator

	JOB CODE:


	DEPARTMENT:  Health Department
SUPERVISOR’S TITLE:  Public Health Manager
	FLSA STATUS:


	POSITION SUMMARY
This position is funded through the State of Montana’s Strengthening Public Health Workforce grant and is responsible for providing administrative support for the Lincoln County Health Department’s public health programs and acting as the Asbestos Health Resource and Transition Coordinator.  The responsibilities include greeting and assisting the public in person and on the telephone, appointment scheduling, file management and administrative support for a variety of activities in the department. 


						
ESSENTIAL FUNCTIONS
· Nature of work: Perform technical, clerical and administrative duties to support efficient office operations for the Health Department.
· Personal Contacts: Frequent contact with the public and other county employees.
· Supervision Received: Daily coordination and assignment of activities by the Public Health Manager.

DUTIES AND RESPONSIBILITIES

· Answer phone calls, emails, and questions from community members in a courteous and helpful manner.
· Provide general information and education about Libby Amphibole asbestos exposure and disease.
· Provide information about available Medicare and other benefit programs.
· Direct people to appropriate medical providers, agencies, and community resources.
· Maintain an updated list of providers, programs, and contact information
· Conduct basic community outreach and distribute educational materials.
· Schedule appointments for vaccines and other public health services. 
· Handle sensitive information and adhere to strict standards of confidentiality.  
· Organize and maintain documents and use computer programs to ensure thorough and accurate data collection.
· Provide administrative support for all Health Department programs, including environmental health, public health, and behavioral health.
· Perform other related work as assigned.

SCOPE OF RESPONSIBILITY

Evaluation of this position will be based primarily upon the preceding job description requirements and duties.  Examples of job performance criteria include, but are not limited to, the following:

· Perform assigned duties with minimal supervision.
· Maintain accurate and timely records and files
· Display tact, consideration, and cooperation when dealing with the public
· Observe work hours
· Demonstrate punctuality
· Maintain confidentiality
· Establish and maintain effective working relationships with fellow employees, supervisor, other organizations and the public



JOB SPECIFICATIONS

Education:     A high school diploma or equivalent is required. Applicant will receive short-term on-the-job training.
 
Experience:   One year of experience in community outreach, health care, social services, or a related field is required.  
.
KNOWLEDGE, SKILLS AND ABILITIES

· Clerical
Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, utilizing forms, and other office procedures and terminology.

•	English Language
Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.

•	Computers and Electronics
The operation of general office equipment such as copiers, fax machines, telephones, personal computers, printers, scanners, etc.

•	Internet
Navigating the Internet to find information, including the ability to open and configure standard browsers; use searches, hypertext references, and transfer protocols; and send and retrieve electronic mail (e-mail).
                                 
WORKING ENVIRONMENT

· Physical Demands:  Work is in a normal office environment.  Work involves physical demands associated with working on a computer, communicating over the phone and in person, filing and lifting file boxes.  Occasionally required to lift up to 50 pounds.  Occasionally required to reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl and is subject to frequent interruptions.

· Visual, Hearing and Dexterity Demands:  Requires vision sufficient to read laws, rules, regulations, computer printouts and other printed materials; hearing sufficient to hear conversations in person and over the phone; dexterity to operate office equipment; mobility to move in a normal office environment and make deliveries to other departments; strength sufficient to lift and carry office supplies and file boxes; and endurance sufficient to maintain activity throughout the entire shift.

· Working Conditions:  Work is in a normal, climate controlled office environment.  Work does require leaving the office environment for short periods to run errands, i.e. post office, other county offices, courts, law offices.



The above is intended to describe the key elements and requirements for the performance of this position.  Employees may be required to perform other related duties and activities not specifically stated in this document.
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