CURRY COUNTY

JOB DESCRIPTION

JOB TITLE:  PHEP Coordinator -– Public Health Emergency Preparedness

EXEMPT:

No

SALARY LEVEL:
M
SUPERVISOR
Public Health Administrator 
PREPARED BY:
Public Health Administrator  


July 2020

POSITION SUMMARY:

This position will assist in planning, organizing and coordinating activities for Public Health response to all hazard emergencies (including pandemics).  These activities include education, communication and collaborative efforts to prepare for an all hazard response to emergencies, infectious disease outbreaks and other public health threats.  This individual will also assist in coordinating needs assessments, plan development, staff development and training, surveillance and notification and response efforts for disease outbreaks or all hazard events.  Additional responsibilities maybe assigned to assist in other planning projects.  Additional responsibilities may be assigned depending upon discipline of incumbent, such as contact tracing and investigation during a pandemic emergency as well as assist with points of dispensing/distribution.  Assist Public Health Administrator with duties/projects. 
Work is performed under the direction of the Public Health Administrator and is reviewed on the basis of results obtained and compliance with established procedures. Interacts with Public Health staff, Curry County Staff, Emergency Responders, Hospital, Long Term Care Facilities, HPP Regions 3&5, Community Partners, such as Medical Providers Office, Veterinary Clinics and State of Oregon Liaisons. 
ESSENTIAL DUTIES AND RESPONSIBILITIES:

Any single position of a class will not necessarily involve all of the duties listed and many positions will involve duties which are not listed.
1.
Plans and assists in carrying out activities outlined under PE-12 (Public Health Emergency Preparedness) of the Intergovernmental Agreement for Public Health Services.
2.
Aid in planning to establish process for strategic leadership, direction and assessment of activities to ensure local readiness, interagency collaboration and preparedness for all hazards, outbreaks of infectious disease, and any public health issuers of concern. 
3.
Assists in the coordination of local activities to rapidly detect a terrorist event, infectious disease outbreaks, and any public health threats and emergencies.
JOB DESCRIPTION

JOB TITLE:  PHEP Coordinator - Page 2
ESSENTIAL DUTIES AND RESPONSIBILITIES:  (continued)

4.
Assists in establishing procedures for rapid investigation and response to a potential all hazard event or naturally occurring emergencies evidenced by a comprehensive response plan that addresses surge capacity delivery of mass prophylaxis and immunizations, and pre-event development of specific epidemiologic investigation and response needs. Assist in contact tracing and investigation.
5.
Conducts exercises according to grant requirements including staff call down, site activation, facility set up, and dispensing operations.
6.
Prepares and compiles all documents for the Oregon health Authority audits, posts documentation to state and federal shared drives, prepares after action reports and assists in coordination of corrective action plans.  Maintains and updates all other related plans and procedures.
7.
Develops and delivers training to stakeholders on Public Health Preparedness and response. 
8.
Identifies resource requirements and assist in development of yearly budgets and quarterly reports.   
9.
Collaborates and coordinates with other Public health staff regarding logistical and communication support.  Assists with identifying gaps and implements corrective action where appropriate.
10.
Coordinates with Public Health Administrator and Emergency Management to ensure effective communication connectivity among public health departments, healthcare organizations, providers, law enforcement organizations, public officials and other emergency response personnel. 

11.      Works to ensure a method of emergency communication for participants in public health emergency response that is fully redundant. 

12.      Serves as member of communicable disease investigation team, investigates and reports on incidences of communicable disease as assigned. May serve as contact tracer for CD team or be assigned to coordinate specific outbreaks.

13.      Other duties as assigned. 
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SUPERVISORY RESPONSIBILITIES:

Although supervision of other employees is not a responsibility of positions in this class, the PHEP Coordinator may coordinate, train assign or lead day-to-day activities of other employees of a lower classification in Public Health including trainees or clerical staff or volunteers. 
QUALIFICATION REQUIREMENTS:
Knowledge of : 

--Budget preparation and record keeping.
--Planning and organizing of response activities.

--Other programs and resources available in Curry County and communities throughout the state that would help plan for, mitigate against, or respond to disasters. Hazards that could affect Curry County.

-Ability to compile data and present a clear, concise report; communicate effectively both verbally and in writing; deal tactfully with the public; comprehend and interpret laws, rules and regulations; establish and maintain effective working relationships with other employees, governmental officials, community partners, long term care facilities, medical providers, veterinary clinics, emergency response personnel; such as law enforcement; fire, ambulance and volunteers.  Promote awareness of daily preparedness and participation toward community awareness of disasters and emergency pandemics.  
NECESSARY SPECIAL QUALIFICATIONS:
Possession of a valid Oregon Driver License. 

Knowledge of Incident Command System. (NIMS) 
EDUCATION AND/OR EXPERIENCE:
1. Bachelor's degree from an accredited college or university is preferred. Demonstrated background in emergency preparedness, emergency response and or/Public Health; or any satisfactory equivalent of experience and training.  Strong public relations background is desirable.  Epidemiology experience or training is preferred.  
2. Must possess a current Oregon driver license, pass a pre-employment drug test, and pass the criminal background check required by the State of Oregon. 
3. Knowledge and ability to use Microsoft office products including Word and Excel basic accounting principles.  
JOB DESCRIPTION

JOB TITLE:  PHEP Coordinator - Page 4
PHYSICAL DEMANDS:
Visual/hearing ability sufficient to comprehend written/verbal communication.  Ability to perform typically active work, indoors and outdoors in all weather and possibly on rough terrain.  May require heavy lifting on an occasional basis; long hours of sitting while at desk or driving.  Requires bending, stooping and other movement to inspect hard to reach areas. Ability to deal effectively with stress. Ability to drive in a variety of adverse weather conditions, day or at night.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

WORK ENVIRONMENT:
Some duties of this position require field work indoor and outdoor environment and during adverse weather or hazardous conditions.  
Office duties will be in a work environment where the noise level is moderate.
