BERKS COUNTY INTERMEDIATE UNIT
POSITION TITLE:  Administrative Assistant/Health & Nutrition Services – Head Start 
QUALIFICATIONS:
A. Two-year degree in a health or business-related field or CNA/Program Certificate in health services or business-related field with 2 years’ experience or high school diploma/G.E.D., plus 4 years’ experience in a related field. 
B. Proficiency in basic computer applications, such as word processing, spreadsheets, databases, etc.
C. Strong verbal, written, and interpersonal skills.

D. Ability to handle multiple tasks/projects concurrently and to organize and prioritize work to meet all deadlines.

E. Ability to understand the need for and maintain confidentiality.

F. Thorough understanding of required documentation and HIPPA health protected requirements

G. Provide own transportation.

H. Interest in and working knowledge of community health field.

I. Ability to work independently without direct supervision.
J. Ability to keep neat and accurate records.

K. Ability to accept direction and supervision from a health professional.

L. Ability to work with and relate to young children and families of diverse backgrounds.

M. Original certificates of clearance from the State Police, the Child Abuse Registry and PDE FBI.

N. The holder of this position could be required as part of his or her duties to engage in activities that can be charged to a Medical Assistance (MA) or other state or federal healthcare program. Clearance as a provider by both the Commonwealth of Pennsylvania and the federal government is therefore an essential qualification for this position. 

REPORTS TO:  
      Health and Nutrition Services Supervisor
POSITION GOAL:  
Work as a member of the Head Start Health Team to coordinate the efficient implementation of the health and nutrition service areas of the Head Start Program. 
PERFORMANCE RESPONSIBILITIES:

      The essential functions of this non-certificated position include, but are not limited to, the  
      following fundamental duties:

A.
Attend Health Advisory Committee meetings as a resource and support person.

B.
Support Health/Nutrition Specialist in obtaining medical information from families, clinics, agencies, and physicians regarding children by tracking, filing, generating form letters, etc.
C.
Responsible for seeing that needed medical, nutrition, and dental supplies are distributed to the centers.

D. Assist with year-end paperwork

E. Assist with inventory and ordering of medical/dental supplies.

F. Maintain confidentiality.

G. Attend all staff meetings and related in-service training sessions.

H. Participate in Career Development when feasible.


I. Perform other related duties as assigned by the Health Services Supervisor, Assistant Program Administrator/ Family Services and/or Program Administrator/Head Start/Health Services Supervisor.

J. Support scheduling and documentation of all required health screenings and any additional requirements where applicable. 

K. Assist with obtaining and compiling health related reports and provide copies to families when needed.
L. Liaison for families in support of child’s overall health and wellness

M. Assist with medical/nutritional data entry for Head Start.

N. Direct clerical support to Health Services Supervisor

S. 
Consult and participate in staff wellness activities.  
T.   All other duties as assigned.

TERM OF EMPLOYMENT:  

  Non-Exempt, Full-time, Twelve months/year.  Salary per Head Start Salary Scale as established by 
  the Berks County Intermediate Unit Board of Directors and the Head Start Policy Council.

EVALUATION:

  Performance in this position will be evaluated in accordance with provisions of the Board's Policy    
  on Evaluation of Personnel.

The position holder must be able to perform the essential job functions with or without reasonable accommodation.  It is the responsibility of the employee to inform the BCIU Director of Human Resources of any and all reasonable accommodations that will be required.

BCIU is an equal opportunity employment, educational and service organization
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