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Knox County Health Department Job Description 
	Title 
	CPR Coordinator 

	
	Contract Position 



General Summary	
The CPR Coordinator will manage and organize all aspects of the CPR program at the Knox County Health Department. This includes, but is not limited to, scheduling CPR classes, contacting individuals interested in taking the CPR classes, booking a suitable location for the classes, ensuring all necessary course materials are prepared, and instructing the class by the standards set forth by the American Heart Association for CPR, First Aid, and AED courses. This is a contract position that does not receive benefits. The contract will be for an hourly rate.
Essential Duties and Responsibilities
· Possess and maintain American Heart Association Instructor for CPR, first aid, and AED. 
· Offer a CPR class at least once per month. May offer the class more often if needed.
· Contact and schedule people who are interested in completing CPR, AED, and First Aid. Complete the intake form for each person who registers for a class. Provide a copy of the intake form (via email or the Health Department calendar) to the Registrar for payment processing.
· Book location for the class and additional instructors as needed. 
· Prepare for each class by gathering the equipment and materials needed for the class. 
· Maintain card catalog. Reach out to the Administrator when additional cards are needed.
· Instruct each scheduled class. Submit all required information to the American Heart Association for issuance of cards. Issue cards to students who complete the class not later than 3 weeks after the class completion.
· Maintain all standards set forth by the American Heart Association for CPR, First Aid, and AED courses. 
· Submit data via the Key Performance Outcome tracking sheet to the Administrator monthly.
· May be asked to assist with hands-only CPR instruction in a school-based setting. 
· Promotes the mission, vision, and values of the Health Department.
· Maintain confidentially.
· Performs other duties as assigned by the Administrator and Public Health Officer.
· 
Minimum Qualifications 
· Incumbent must possess a valid driver’s license, pass a background check, and pass a drug screen.
· Must possess certification through the American Heart Association as an Instructor for CPR, First Aid, and AED. 
Competencies for Successful Performance of Job Duties 
· Knowledge of Microsoft Office Suite programs (Word, Excel, and PowerPoint) and social media platforms.
· Organization and time management skills. 
· Record-keeping skills. 
· Understanding the principles of public health.
· Professional written and oral communication skills, including public speaking skills. 
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