Mid-Iowa Community Action, Inc.

1001 S. 18th Ave.

Marshalltown, IA  50158
POSITION DESCRIPTION:
REVISED:
Coordinator Child Health
June  2009
FLSA STATUS:  Exempt

MICA SALARY BAND:   3A
RELATIONSHIPS:

Team Led By:
Health Services Director

Team Leads:
Health Services Administrative Assistant, I-Smile Coordinator, Dental Hygienists
POSITION SUMMARY:
Coordinates Child Health and Early Access programs in five- county service area; identifies plans and provides for Child Health needs in five-county geographic area; provides services as Community Health professional. In addition, provide services to children ages 0-3 who either experience a 25% or more delay in one or more areas of development, or have a high probability of later delay due to a known or other condition.  This position may perform regular duties at alternatives sites with permission of the Program Director.  

POSITION REQUIREMENTS:

Knowledge, Skills, and Personal Characteristics:
 Knowledge of theory, techniques, and practices of Public Health programs, including the Early ACCES Program;
 Knowledge of preparation and administration of grant applications; 
 Knowledge of budgets
 Knowledge of Medicaid rules and oral health and medical procedures;

 Knowledge of counseling and teaching techniques;

 Knowledge of procurement, maintenance and operation of appropriate medical equipment; 

 Knowledge of the theories, principles, practices and procedures of public health; 

 Ability to make independent decisions; 

 Knowledge of the attitudes and problems of the poor, women, infants, children, disadvantaged, culturally deprived and of local resources to alleviate these problems.  

 Displays a high level of initiative, effort and commitment towards completing assignments efficiently. 

 Works with minimal supervision and demonstrates responsible behavior and attention to detail
 Proficiency reading, writing and speaking the English language.
Duties:
Child and Oral Health
 Coordinates Child Health program with input from the State Department of Public Health, Health Services Director, and program personnel.

 Organizes and/or oversees Child Health and Oral health services in Benton, Boone, 


Hardin, Marshall, Tama, and Story Counties.
 Stays abreast of Child Health requirements for program compliance with all six 

 counties.


 Organizes and oversees Grant applications and compliance issues 
 Assists in analysis of all data and fiscal reports.
 Provides oversight to billing for program income.
 Orders medical supplies and educational information.

 Reviews and obtains contracts with medical doctors and dentists for referral.

 Maintains working relationships with, and provides information to community

organizations, physicians, nurses, and other professionals.
 Provides services as a Community Health professional at MICA and Child Health clinics.

 Obtains a health history in conjunction with clinic personnel.

 Performs coordinating duties, identifying children with deviations from the established norm and assisting in evaluation and/or nursing care referral.

 Counsels parents re:  health promotion and recommended follow-up care, as well as available community resources.
 Attends in-service and provides consultation to staff.

 Participates in health education programs.

 Assumes responsibility for maintaining Public Health knowledge, skills, and 


professional development.

 Supervise Child Health team serving Benton, Hardin, Marshall, and Tama County Offices, negotiate PDP’s, complete job reviews and scheduling.
 Plans, directs, and coordinates the work of professional and nonprofessional staff.

 Assist in writing quarterly reports.

 Administer any mini grants as acquired and complete progress reports.

 Coordinates all activities related to lead poisoning screening, including documentation of test results and follow-up with parents, physicians, and public health.

 Attend quarterly MCH Administrative meetings and brief staff concerning new policies 


and plans.

 Coordinate WIC policies with WIC Coordinator.

 Responsible for the adherence to all MCH protocols.

 Attends continuing education conferences.

 Completes innovation activities.

 Reports to Assistant Health Services Director.

 Any additional duties as assigned by the Health Services Director.
Early ACCESS

· Represent MICA on the Area 267 and 11 Early ACCESS Councils.  

· Provide information to families and colleagues about Early ACCESS/IDEA Part C.

· Refer Children to Early ACCESS within two days of identification.

· Utilize Early ACCESS statewide public awareness materials.

· Promote and utilize the toll-free central referral line (COMPASS-1-800-779-2001)

· Upon referral to Early ACCESS, provide all screening documentation to the local Early ACCESS grantee as soon as possible, consistent with appropriate policies on release of health care information covered under confidentiality for patient medical records.  If a referral is not accepted to Early ACCESS, follow-up with the family to determine if advocacy and/or an appeal is necessary on the child’s behalf or if the family/child should be linked to other services.

· Develop recognition of the two options of eligibility for Early ACCESS services:

· Experiencing a 25% or more delay in one or more areas of development, OR

· Have a high probability of later delay, due to a known or other condition based on informed clinical opinion

· Maintain an updated listing of community resources through coordinating activities with other Public Health professionals and networking with schools, all child care programs, Public Health agencies, and other Human Service agencies

· Provide Care Coordination services to Early ACCESS families including:

· Facilitate and participate in the development, review, and evaluation of the Individual Family Service Plan (IFSP). 

· Facilitate the development of a transition plan to preschool services, if appropriate. 

· Facilitate and participate in multidisciplinary evaluations and team meetings  

· Investigates health needs within the Service Area

· Informs staff of new information concerning Health Issues

· Attends required trainings offered by IDPH and Early ACCESS

· Any additional duties as assigned by Health Services Director.

Physical Demands:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Physical:

· The person in this position frequently communicates with community members and colleagues, both one-on-one and in larger groups, regarding agency programs.  Must be able to exchange accurate information in these situations.

· Frequently operates a computer and other office productivity machinery, such as a copy machine and a computer printer.

· The person in this position needs to occasionally move about inside the office to access file cabinets, office machinery, etc.

· The person in this position must be able to frequently travel about the MICA service and infrequently outside the service area to attend or facilitate meetings. Responsible for own transportation in these situations. 

Education:

 Bachelor of Science in Health Education, Health Promotion or related field required.    Professional experience in public health field.

 No less than 2 years experience in the Maternal and Child Health field

Other:  

· Must have reliable transportation, valid driver’s license and insurance.

AN EQUAL OPPORTUNITY EMPLOYER


Page 1

