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PUBLIC HEALTH PROJECTS ASSISTANT

DISTINGUISHING FEATURES OF THE CLASS: 

This position is responsible for assisting in coordinating the daily activities necessary to fulfill the objectives set forth in various health education projects.  The incumbent conducts follow-up calls with clients, providers and coalition members to include contacting patients enrolled in health education programs to encourage them to continue their health screening practices; works with patients to ensure they receive proper follow-up testing; records all patient contacts in the patient’s record.  The responsibilities also include securing budget estimate data, making budget estimate studies, and assisting in preparing the budget and the maintenance of budget control. The work is carried out under the supervision of the Senior Public Health Educator.  Does related work as required.

TYPICAL WORK ACTIVITIES:  (Illustrative only)

Assists in organizing coalition meetings;

Assists in preparing agendas, minutes, meeting announcements and other documents;

Assists in conducting informational mailings;

Assists in organizing media events;

Assist Public Health Educators in carrying out health education programs, e.g.  infant car seat education and installation, health fair activities, etc.;

Assists in organizing focus groups;

Assists in conducting follow-up recruitment calls;

Assists in preparing reports on specific health education project outcomes including but not limited to requested statistical reports and grant-required reports;

Processes various requests and claims such as vouchers, purchase orders, etc.;

Maintains spreadsheets to account for expenditures of a variety of grant programs.     

Assesses expenditures and informs health educators of budget status.  Assists in budget preparations and changes thereto;

Generates correspondence, prioritizes phone messages, and maintains calendars of professional staff;

Operates and ensures maintenance of office machines;

Orders office and program supplies;

Conducts data entry;
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Furnishes general oral and written information that does not require interpretation regarding agency programs.

FULL PERFORMANCE KNOWLEDGES, SKILLS, AND PERSONAL CHARACTERISTICS:  

Good knowledge of the various health education programs and projects; 

Ability to understand and follow written and oral instruction; 

Ability to understand and interpret written material, basic knowledge of computer programs including spreadsheets, data bases and word processing;

Ability to work independently;

Ability to type accurately at a satisfactory rate of speed;

Ability to work effectively with a variety of public and private agencies as well as the general public;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:

Graduation from high school or possession of a high school equivalency diploma AND

A. Graduation from a regionally accredited or NYS registered college or university with an associate’s degree or higher in a clerical or business field AND two years of full-time paid experience or its part-time equivalent involving public contact, keyboarding, processing departmental records and reports and assisting in budget preparation;  OR

B. Four years of experience as stated in (A) above.

