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POSITION DESCRIPTION

Employee Name:

Position Title:

Dept./Div.:

Reports to:

Reports to:

Employment Status:

Normal Hours:

Pay:
EEO Status:
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POSITION DESCRIPTION


Office/Agency:
Health Department
Employee Name:


Class Title:

Position Title: Emergency Preparedness Coordinator/ 




 Medical Reserve Corps. Coordinator/Public Health     



Accreditation Coordinator          
Class Number:
16821
Position Number:


Dept./Div.:
Nursing

Civil Service Status:
Classified
Reports To:
Director of Nursing
Employment Status:
Full-time

Pay:
Hourly (Range)
Hours:
40/week (schedule varies)
FLSA Status:
Nonexempt
                   Pay Grade:


MINIMUM QUALIFICATIONS:  High school diploma or equivalent, and one (1) year experience in accounting, bookkeeping, or related field; or any combination of equivalent education, training and/or experience.
PREFERRED QUALIFICATIONS: Possesses a degree from an accredited collegiate institution related to Public Health and or emergency preparedness.
LICENSURE OR CERTIFICATION REQUIREMENTS: 

A valid Ohio driver’s license and maintain a driving record that meets the insurability requirements of the district’s insurance provider.

EQUIPMENT OPERATED:  The following are examples only and are not intended to be all inclusive:

Standard office equipment.

INHERENTLY HAZARDOUS OR PHYSICALLY DEMANDING WORKING CONDITIONS:
Is exposed to possible injury due to unclean or unsanitary conditions; is exposed to possible injury from hazardous waste; has contact with potentially violent or emotionally distraught persons.

Note:  in accordance with the U.S. Department of Labor physical demands strength ratings, this is considered sedentary work.

JOB DESCRIPTION AND WORKER CHARACTERISTICS:
JOB DUTIES in order of importance

ESSENTIAL FUNCTIONS OF THE POSITION:  For purposes of 42 USC 12101:

	50%
	(1) Under supervision of the Director of Nursing, individual assumes responsibilities for the planning and development of the Health District’s Emergency Response Plan through on-going assessment of District’s needs and response procedures; identifies program objectives and formulates plans for service delivery and revises protocols as needed; Develops new and maintains current plans for responding to bioterrorism events, disease outbreak, infectious disease surveillance and natural or man-made emergencies in Preble County; continually reviews plans and makes revisions; drafts policies and procedures related to emergency support functions; ensures areas of Local Technical Assistance Review  (L-TAR) are met; functions as MARCS Radio Coordinator for the County; available 24/7 as the primary contact for emergency events for Preble County General Health District.


	20%
20%
	(2) Performs Medical Reserve Corp. (MRC) tasks (e.g., composes answers to correspondence; provides non-legal interpretation of policies and procedures; reviews paperwork for correctness); gathers statistics for office reports; manage volunteer participants; assists with purchasing and inventorying equipment and supplies; responsible for the transfer and disposal of records per the retention schedule and policies of the agency.
(3) Performs Public Health Accreditation Board (PHAB) tasks (e.g., composes answers to correspondence; provides non-legal interpretation of policies and procedures; reviews paperwork for correctness); gathers reports and appropriate documentation; reviews reports and documentation for accuracy and adequate content required by the accreditation board; submits reports and documentation to PHAB and corresponds with staff for proper completion.


	10%
	(4)  Attends on-going training sessions and meetings related to emergency response and bioterrorism; attends local meetings involving response efforts and works with various other groups (i.e., LEPC and Preble County EMA, law enforcement, fire, Homeland Security Committee, etc.); serves on regional and state planning committees related to preparedness; trains staff; reviews, revises, and distributes changes in the Preble County General Health District’s Emergency Response Plan to the staff, public, agencies, and officials as necessary.

	
	


OTHER DUTIES AND RESPONSIBILITIES:

	
	(5)  Assists clerical staff in keeping accurate time and/or attendance records and scheduling for Nursing Clinic operation; prepares travel expense reports.


	
	(6)  Follows all Preble County General Health District safety policies and procedures; maintains all required licenses and/or certificates.


	
	(7)  Performs other duties as assigned, and attends workshops or seminars related to duties.


	
	(8)  Demonstrates regular and predictable attendance.


MINIMUM ACCEPTABLE CHARACTERISTICS: (*Indicates developed after employment)

Knowledge of: bookkeeping; *inventory control; purchasing; accounting; *safety practices and procedures; *agency policies and procedures; *agency goals and objectives; *counseling; *interviewing; human relations; public relations; personnel administration; employee training and development; supervisory principles and practices; office practices and procedures; *office management; English grammar and spelling; records management.

Skill in: use of modern office equipment; transcription; typing.

Ability to: carry out instructions in written, oral, or picture form; deal with problems involving few variables within familiar context; recognize unusual or threatening conditions and take appropriate action; read, copy, and record figures accurately; add, subtract, multiply, and divide whole numbers; calculate fractions, decimals, and percentages; sort items into categories according to established methods; copy records precisely without error; complete routine forms; maintain records according to established procedures; prepare routine correspondence; comprehend simple sentences with common vocabulary; understand a variety of written and/or verbal communications; communicate effectively; determine material and equipment needs; recognize safety warnings; develop and maintain effective working relationships; answer telephone inquiries.
POSITIONS DIRECTLY SUPERVISED:  None
Joshua Lucas, MHA, REHS, Health Commissioner
(Date)

(Signature of Employee)
(Date)
Please send all material (resume, letter, and references) to Christine Maggard Director of Nursing

Email: christine@preblecountyhealth.org       Phone Number: (937)472-0087 ext. 229

Developed by:

Date Adopted:
Clemans, Nelson & Associates, Inc.


Date Revised:
Dublin, OH 43016


Date Revised:  08/12/2022




