Community Clinic, Inc.

Human Resources Department

Position Description

Department:

WIC
Job Title:

Competent Para-Professional Authority
Reports To:

WIC Center Manager
Position Summary:

The Competent Para-Professional Authority assists with the delivery of WIC services at a CCI clinic site to assure the provision of high quality, cost-efficient, culturally sensitive services that comply with all Federal, State and local agency policies and procedures.  Answers phones, make appointments, determines income and residency responsibilities.  Assists in getting anthropometric measurements.  Provides nutritional counseling, conducts nutrition classes.  Prescribes standard food packages.
Position Requirements:

A.  Minimum Education Requirement:

Completion of 30 credit hours from an accredited college or university plus one year of experience in health or human service delivery providing client information, education, counseling or referral services or performing eligibility determination, intake procedures or client screening or three years WIC experience is required.  Additional experience in health or human service delivery providing client information, education, counseling or referral services or performing eligibility determination, intake procedures or client screening maybe substituted for the required education on the basis of one year of experience for 30 college credits.  A bachelor’s degree from an accredited college or university may be substituted for the education and experience requirement.
B.  Minimum Experience Requirement:

See above.  Demonstrated experience in working effectively with low-income, multi-cultural populations.  Demonstrated experience with computer use, including word processing and spreadsheets.  Good oral and written communication skills.  Demonstrated capabilities to work effectively with other staff.  Ability to organize work assignments and set priorities in carrying them out.  Spanish fluency desirable.

Duties and Responsibilities:

· Follows state guidelines for issuing infant formulas and other special dietary formulas under the supervision of a CPA by obtaining the required documentation for issuing formulas other than the standard contract infant formulas.  
· Follows state guidelines for identifying all applicable nutrition risk codes under the supervision of a CPA by correctly interpreting the growth chart and the hemoglobin value, reviewing the Health History form and scoring the Food Frequency Questionnaire.
· Prescribes appropriate food packages under the supervision of a CPA following state guidelines and the applicant’s dietary/health requirements and personal preference.
· Consistently uses proper procedures to collect accurate information.

· Follows state guidelines when providing nutrition counseling by:  1. Targeting the nutrition counseling toward the applicant’s nutritional risk(s) by identifying the most important nutrition risk or risks and focusing on them.  2.  Covering the participant category-specific topics.  3.  Providing exit counseling to all postpartum and breastfeeding women.  4.  Addressing applicant’s questions and/or concerns.  5.  Providing appropriate nutrition education materials based upon the topics covered in the nutrition counseling session.  6.  Explaining the contents of the prescribed food package.  
· Provides referrals.  1.  Follows state and agency guidelines for providing referrals for high-risk counseling and breastfeeding counseling.  2.  Provides referrals for other community resources when appropriate.
· Explains the rights and responsibilities of a WIC participant to each applicant.
· Accurately obtains/documents proof of residence, proof of identity, proof of pregnancy and calculates and documents proof of income.
Accurately Obtains and Documents Anthropometric and Lab Data:

· Utilization of correct method of measuring hemoglobin.

· Utilizes correct method for measuring health/length and weight.  Accurately entering date into the computer.

· Consistently uses proper procedures to collect accurate information.

Information Technology:

· Performs computer record file maintenance and updates in a timely manner.
· Accurately performs daily data entry and check printing.
· Makes appointments and transfers according to established policies.
· Properly maintains computer, printers and other office equipment.
Informs Participants About The WIC Program:
· Proactively offers participants information and materials about other community resources.
· Provides complete information on the certifying process.
· Provides correct information on Rights and Responsibilities, Program benefits, WIC foods and vendors, and the proper use of WIC checks.
Efficiently Performs Necessary Clinic Duties and Conducts Nutrition Classes:
· Assists WIC Center Manager in ensuring timely compliance with agency requirements for completing state reports, voiding checks, conducting time studies, maintaining check security and separation of duties for check distribution.

· Assists in preparation for NE/CPU.  Participates in NE/CPU activities and conducts group nutrition classes following state and agency guidelines.

· Assists WIC Center Manage in ensuring that clinic certification and recertification goals are met.

· Assists WIC Center Manage in ensuring that an adequate inventory of supplies and materials is maintained and ordered according to agency policies and procedures.

· Handles incoming calls, referring them to appropriate staff.

· Issues checks following separation of duties role.

· Schedules and confirms appointments according to policy.

· Always answers phone promptly, checks voicemail frequently and returns calls within the day.

· Voids checks, terminates participants, and prepares ID folders according to policy.

Please send resumé to:
· Community Clinic, Inc.

· 8630 Fenton Street

· Suite 1204

· Silver Spring, MD 20910

· ATTN:  Human Resources Manager
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