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TOWN OF BELMONT

POSITION DESCRIPTION
POSITION TITLE:
ASSISTANT HEALTH DIRECTOR

PURPOSE OF POSITION

The purpose of this position is to assist the Director in maintaining the programs, services and day-to-day operations of the Health Department, to plan health education and preventive health programs, and to coordinate other special projects.  The work is performed under the direction of the Director of Health.

ESSENTIAL FUNCTIONS

The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other duties may be required and assigned.
Investigates all cases of communicable disease and follows up with patients after reviewing lab results; discusses problem or unusual cases with physicians, other nurses, TB program coordinator and state epidemiologists; documents information and completes all case reports to submit to the Department of Public Health.  Consults with the Director and state epidemiologists to determine the necessity for and length of quarantine.

Inspects food service establishments (approximately 200 inspections per year) including temporary food concessions, seasonal food operations, church halls, caterers, and mobile food and ice cream trucks.  Prepares food inspection reports and narratives for Director and the Board of Health.  Assists with plan reviews.

Plans health education and preventive health programs; implements educational seminars for all licensees of the Health Department including the annual food service seminar and Choke-Saving Workshop. Empowers the public with educational displays and literature provided to the library, Fire and Police departments, schools, business owners and the Council on Aging; interacts with a variety of Town and state resources and agencies.

Assists the Director in establishing plans, objectives and workload priorities for the department; has the authority to issue non-criminal citations for violations of various state codes, bylaws and regulations and to issue emergency orders of the Board of Health, especially in the absence of the Director.

Supervises Administrative Assistant, Animal Control Officer, Tobacco Control Director and Outreach Worker; provides instruction and training; plans, coordinates, assigns and reviews work activities; and acts on employee problems as appropriate in the absence of the Director.

Inspects residential housing under the State Sanitary Code, Chapter 2; conducts lead paint determinations and completes required paperwork for the State; re-inspects and appears in court as necessary.  Frequently facilitates resolution of problems between landlords and tenants.

Inspects Summer Camp immunization records for camp staff and campers; reviews camp procedures involving health issues.

Conducts Tuberculosis testing for new employees entering the School System and documents results.

Serves as a resource to residents, school and public health nurses, physicians and students by providing educational materials and literature, phone numbers for other agencies and support; displays educational materials at Town Day and Senior Center Health Fair; prepares news articles and press releases on health-related issues.

Organizes, coordinates and prepares for flu, pneumonia, Adult and Adolescent Hepatitis B and Rabies clinics; administers pneumonia and flu vaccinations at clinics.

Investigates or assists with nuisance complaints; listens, responds and completes all necessary paperwork on resident complaints with immediate response when possible to electric sanding, hazardous waste disposal, rubbish storage and disposal, noxious odors, air quality and other health and safety concerns.

Monitors Health Status indicators for Belmont and Morbidity and Mortality weekly reports and analyzes aberrant patterns of disease in the community.

Prepares a variety of reports and records; assists with the preparation of the annual departmental budget; writes grant applications to obtain funding for department programs as necessary.

ADDITIONAL FUNCTIONS
Prepares and issues burial permits, dumpster permits, necessary paperwork for Animal Control Officer regarding animal bites, lost pets and animal complaints; registers residents for Hazardous Waste collection days.

Answers phones and directs calls/takes messages.

Performs other duties as assigned or required.

MINIMUM QUALIFICATIONS
Bachelor’s degree in Nursing with three years of experience in a Public Health setting that may include school nursing or any equivalent combination of education, training and experience which provides the requisite knowledge skills and abilities for this job.  Position requires Registered Nurse certification; must be willing to take appropriate training to include housing inspections and food service sanitation and must receive required certifications including Lead Determinator.  Requires possession of a valid Massachusetts driver’s license.

PERFORMANCE APTITUDES
Data Utilization:
Requires the ability to perform mid to upper-level data analysis including the ability to coordinate, strategize, systemize and correlate, using discretion in determining time, place and/or sequence of operations within an organizational framework. Requires the ability to implement decisions based on such data, and oversee the execution of these decisions. 

Human Interaction:
Ability to persuade, convince, and train others. Ability to advise and provide interpretation regarding the application of policies, procedures and standards to specific situations.

Requires the ability to communicate orally and in writing with the Health Director, co-workers, subordinate personnel, school officials, public health and school nurses, state and federal agencies, Boards of Health, other Town departments, state representatives and legislators, physicians, epidemiologists, patients, clients, the media, residents and the public.

Equipment, Machinery, Tools and Materials Utilization:
Requires the ability to operate, maneuver and/or provide simple but continuous adjustment on equipment, machinery and tools such as a computer and other office machines, syringes, thermometers, sodium sulfide used in lead paint inspections, test strips, ammonia inhalants, oxygen, epinephrine pen and/or materials used in performing essential functions. 

Verbal Aptitude:
Requires the ability to utilize a variety of advisory data and information such as communicable disease reports, laboratory results, animal bite reports, Department of Public Health reports, news articles and press releases, patient records, food and housing inspections, medical dictionaries and drug guides, communicable disease manual, travel and immunization guides, state sanitary code, food code, Board of Health regulations, Food Borne Illness manual, statutes, procedures, guidelines and non-routine correspondence.

Mathematical Aptitude:
Requires the ability to perform addition, subtraction, multiplication and division; calculate percentages, fractions and decimals; may require the ability to perform mathematical operations involving basic algebra and geometry. 
Functional Reasoning:
Requires the ability to apply principles of influence systems such as supervision, managing, leading, teaching, directing, planning, coordinating and controlling. Ability to exercise independent judgment to apply facts and principles for developing approaches and techniques to problem resolution.

Situational Reasoning:
Requires the ability to exercise the judgment, decisiveness and creativity required in situations involving the direction, control and planning of an entire program or multiple programs.

ADA COMPLIANCE
Physical Ability:
Tasks involve the ability to exert very moderate physical effort in light work, typically involving some combination of stooping, kneeling, crouching and crawling, and lifting, carrying, pushing and pulling objects and materials of moderate weight, twelve to twenty pounds.

Sensory Requirements:
Requires the ability to recognize and identify individual characteristics of colors, shapes, sounds, tastes, odors and textures associated with job-related objects, materials and tasks.

Environmental Factors:
Requires the ability to work under conditions that require exposure to environmental factors such as temperature variations and extremes, odors, toxic agents or disease.  This exposure may cause some discomfort and presents a risk of injury.

The Town of Belmont, Massachusetts is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the Town will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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