NEW RIVER HEALTH ASSOCIATION
JOB DESCRIPTION

JOB TITLE:

Wellness Center Care Coordinator
REPORTS TO:
School Health Director

TYPICAL WORKING CONDITIONS:
Work is performed primarily in the schools.  Involves contact with NRHA staff, school staff, staff from other health centers, and state professionals.  Travel may occasionally be required to local areas.

JOB RESPONSIBILITIES:  (This list may not include all duties assigned)

· Answer phones and take messages.

· Photocopy materials, prepare charts, and send out bulk mailings in conjunction with other school health staff.

· Order equipment and supplies for the site.

· Maintain school health files and medical records.

· Coordinate medical and mental health sessions at the Wellness Center.  This includes scheduling children needing care, entering data into Clinical Fusion and EHS, and scheduling appointments for provider referrals.  

· Serve as liaison between school and Wellness Center staff.

· Attend LSIC meetings, Faculty Senate meetings, and parent/teacher conferences at school as needed.

· Coordinate annual immunization campaign with school, parents, and school health staff.

· Prepare, distribute, and review consent forms for all students. 

KNOWLEDGE, SKILLS, ABILITIES:

· Knowledge of secretarial procedures including grammar, spelling, and punctuation.

· Skill in computer applications.  Aptitude for learning computer software.

· Ability to work effectively and communicate clearly with NRHA, school staff, and external agencies.

· Ability to maintain logs, records, and files.

· Attention to detail.

· Skill in verbal and written communication.

· Ability to work independently, stay focused on a task with interruptions, and remain calm in stressful situations.

· Ability to keep strictest confidentiality about patients and staff.

EDUCATION:

High school diploma or GED
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