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Two Rivers Public Health Department 
Job Description

Job Title: Healthcare Coalition Coordinator
Revised Date: November 5, 2018
Reports to: Assistant Director
Scope of Authority: Employee is not responsible for supervising other personnel.

Security/Access: Employee will be issued picture identification.
Job Summary: The Healthcare Coalition Coordinator is authorized and charged with the responsibility of the coordination, facilitation, and project management the Two Rivers Public Health Department’s Healthcare Coalition portfolio. 

About TRPHD: With a dynamic and innovative crew, TRPHD is comprised of individuals that strive to eliminate barriers to health. We have a ‘start-up’ culture that is receptive to new ideas on improving health outcomes in our jurisdiction. Our highly collaborative culture offers experience across the spectrum of our programmatic work. We pitch in, help out, and learn together. Join us today!
Required Education and Experience: 
· Bachelor’s degree (BS/BA) in public health, human resources, management, business administration, criminal justice, or related field. 

· Experience in public health, emergency management, civil defense, community planning or related fields. 
· National Incident Management System (NIMS) compliant within 6 months of employment. 

· Proficient in Microsoft Office computer applications and data base applications. 
· Ability to operate standard office equipment including but not limited to computers, printers, copiers, scanners, calculators, facsimile machines and telephone systems. 

· Valid driver’s license and proof of personal driver’s insurance required. Ability to utilize own transportation for work purposes. 

· Ability to travel within the TRPHD seven county service area. Further distances on occasion. 

· Ability to work well with diverse groups in the public sector and demonstrate cultural awareness and sensitivity.

· We are an equal opportunity employer.
Duties and Responsibilities:

· Serve as the coordinator for the Tri-Cities Medical Response System, which includes managing stakeholder relations with the TRIMRS Steering and Executive Committee, hospitals, long-term care clinics, emergency managers, and other community based organizations to ensure good communication and coordination in the event of a disaster.

· TRIMRS program activities include, but are not limited to the following:

· Coordinate and facilitate the steering and executive committee meetings.

· Write or facilitate community-wide disaster drills and table-top exercises.

· Assist partners in developing plans, policies, and procedures around community-wide disasters and preparedness.

· Assist partners with education/training needs, including identifying training opportunities such as Incident Command, Ebola, or other trainings as needed.

· Ensure good communications for preparedness, including providing on the website, social media, and TRIMRS Mass Notification Systems.
· In the event of a disaster, serve as liaison/logistics coordinator for hospital resources.

· Manage the program work plan, work plan reporting, and monitor and report program expenditures to state partners.
· Establish positive working relationships with communities within the district to mobilize, educate, plan and implement response to a public health emergency. 
· Develop specific protocols and resources to be used by TRPHD.
· Demonstrate sound fiscal accountability. 
· Search for funding opportunities and develop, submit, and implement grants, budgets, and contracts with various funders. 
· Comply with work plans, reporting requirements, and timelines per grant and/or contracts in an accurate and timely manner. 
· Develop the capacity to act in accordance with state and local statutes related to bioterrorism, disease epidemics and other disasters. 
· Develop, implement, evaluate, and participate in exercises. 
· Assure TRPHD compliance with NIMS requirements for all staff. 
· Assure TRPHD’s compliance with the CDC Preparedness Capabilities. 
· Maintain TRPHD public health cache. 
· Compliance with all TRPHD policies and procedures. 
· Participation in assigned internal staff committees. 
· Participation in required TRPHD trainings.
· Participate in performance management, activities to sustain a culture of QI within TRPHD and department accreditation efforts. 
· Maintain strict confidentiality of sensitive information in accordance to HIPAA regulations. 
· Able to work some evenings and weekends when needed. 
· Represent TRPHD in a professional manner when out in the community in a variety of settings. 
· 24/7 contact for TRPHD public health emergencies.
· Assist with emergency response efforts to disease outbreaks and/or disasters when requested. 
· Write news releases and participate in media interviews. 
· Other duties as assigned. 
Basic Skills and Abilities required:

· Ability to establish and maintain effective working relationships with coworkers, administrative support organization, elected and appointed officials, representatives of other governmental units, private industry and members of the general public.

· Readily assumes responsibility. 

· Ability to communicate effectively and articulate both orally and in writing. 

· Ability to think strategically. 

· Ability to organize, analyze, and interpret technical information. 

· Ability to organize tasks, establish priorities and meet established deadlines. 

· Ability to exercise objective judgment.

· Ability to sit, walk, stand and drive; use hands, fingers to handle or feel; reach with hands and arms; and talk and hear. The employee is occasionally required to stand, climb stairs, walk, stoop, kneel, crouch or crawl. The employee must be able to lift and/or move 50 pounds. Specific vision abilities required include those of close vision, distance vision, peripheral vision, depth perception and ability to adjust focus. The employee must be able to demonstrate physical fitness activities.  

· Ability to work in a smoke/tobacco-free and drug-free work environment. 
This position qualifies for non-exempt status as defined in the Fair Labor Standards. 

The position of Emergency Response Coordinator requires 30 day notice of resignation.
I have read the above job description and agree to carry out the responsibilities described therein.  

Signed: _______________________________________________ Date: ___________________

Director: _______________________________________________ Date: __________________[image: image6.png]Yy
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