Middletown, CT
Job Description

Classification Title Chief Public Health Sanitarian
Job Code

Department Health

Union Group Teamsters 671

FLSA Status Exempt

Pay Grade

PURPOSE OF POSITION

The purpose of this position is to manage operational functions of the Middletown

Health Department. assnst—the—Dweetepmepseemg—and—supemsmg—me@peﬁanen&ef

ESSENTIAL DUTIES & RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major
duties and responsibilities performed by incumbents of this job. Employees may be
requested to perform job-related tasks other than those specifically presented in this
description.

e Assists the Director in overseeing the operations of the office. Fills in for the Director
in his/her absence. Develops and implements department rules. Drafts city

ordinances.;-prepares-work-for-staff:

e Assists in preparing and monitoring the budget. Approves and signs purchase
orders.

e Serves on various city and community committees representing public health.

e Supervises department personnel, which includes: assistings in selecting new
employees,; providinges instruction and training,; plannings, coordinatinges,
assignings and reviewings work. Allocates personnel,; maintains standards and
evaluates performance. Recommends disciplinary action.

e Serves as operational leader for public health response for mass dispensing area.
Works with community volunteer corps_agencies for public health response. Serves
as emergency shelter manager for the City.

+—Coordinates and manages seasonal influenza vaccine clinics.




Middletown, CT
Job Description

Classification Title Chief Public Health Sanitarian
Job Code

Department Health

Union Group Teamsters 671

FLSA Status Exempt

Pay Grade

e Responds to emergency situations.

o Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience
Bachelor's Master's Degree and at least ten years of experience.inr-Public Health-ora

of-expernencetn-pbroviding an/idce Nn-the a
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Sepﬂ&MspeeteFPhasM—a{#H—Eead—mspeetepeemﬁeaaen—Reglstered Samtarlan

PREFERRED QUALIFICATIONS
| Master’s degree and at least five years of supervisory experience.

KNOWLEDGE SKILLS and ABILITIES

eﬁpmes—preeed{ﬁes—and—sw@ams%e—speem&sm%n&Abmtv to Work W|th

administration, outside departments and agencies and state and federal
governments and agencies

e Ability to supervise and evaluate employees

</{ Formatted: Space Before: 6 pt
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Ability to Pprioritize and assign work
Knowledge in Ftraining, orienting, and managinge personnel

Ability to Rrelate to and interact with a non-traditional and diverse student and
employee population

Ability to Wwork independently
Ability to Bbalance competing requirements and needs of client organizations

Ability to Aapply listening and interview skills, work under pressure, address conflict,
solve problems, and make sound split-second judgments

Ability to Rread, analyze, and interpret standards, policies, procedures, and
regulations

Ability to Bdevelop and write reports, policies, and correspondence
Ability to Hhandle common inquiries or complaints

Ability to Eeffectively present information and respond to questions from students,
faculty, staff, and visitors

Ability to Bdefine problems, collect data, establish facts, and draw valid conclusions

Ability to Pperform mathematical computations such as addition, subtraction,
multiplication, division. Calculate percent distributions, increase rates, and similar
computations.

Ability to Eexercise good judgment and focus on detail as required by the job

Ability to ©operate standard office equipment, such as computer keyboards and
monitors, copiers, scanners, and telephone

Ability to Yuse (or learn to use) computer software and systems applicable to the
position

Ability to Ffollow oral and written instructions and procedures

Ability to €collect, organize, and interpret data and prepare accurate records
Ability to ©Scompare data from a variety of sources for accuracy and completeness

Ability to Mverify and maintain accuracy of detailed data and information, detect data
errors

Ability to Mmeet schedules and deadlines of the work unit
Ability to €communicate in English effectively orally and in writing
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e Ability to Mmaintain well-organized materials, files, systems and tools
e Ability to Aadapt to changes in work situations and priorities

o Ability to Rreason/analyze; use logic to identify and resolve problems
e Ability to Eevaluate, organize, and summarize data and information

e Ability to Eestablish and maintain constructive and cooperative interpersonal
relationships with staff, peers, supervisors, or managers in the work unit and other
departments, as well as with staff of outside entities and other individuals, as
applicable to the essential duties and responsibilities

o Ability to Ssatisfyies the needs of internal and external customers accurately and
promptly, treating customers with fairness and respect.

PHYSICAL REQUIREMENTS

Exerting up to 10 pounds of force occasionally, a negligible amount of force frequently,
and/or or constantly having to lift, carry, push, pull or otherwise move objects, including
the human body. Sedentary work involves sitting most of the time. Jobs are sedentary
if walking and standing are required only occasionally and all other sedentary criteria

are met.
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WORKING CONDITIONS

The working conditions described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Incumbents may be subjected to moving mechanical parts, odors, dust, poor ventilation,
chemicals, oils, extreme temperatures, inadequate lighting, intense noises, gases,
workspace restrictions, vibrations, chemicals, and oils.

The City of Middletown, CT is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Date created: 02/27/15
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