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Knox County Health Department Job Description 
	Title 
	School Liaison 

	FLSA Status 
	Non-Exempt 



General Summary	
The School Liaison will serve as the primary contact for all school-based programming and outreach efforts. This position will work with schools and Knox County Health Department staff to schedule a variety of school-based programs. The School Liaison will also track data related to programs, work with contract employees and Health Department staff to ensure proper staffing for events, will help plan and facilitate a variety of programs to be offered within the schools in Knox County. 
This is a part-time position of no more than 21 hours per week, and those hours will be primarily worked while schools are in session. This position is not eligible for benefits.
Essential Duties and Responsibilities
· Communicate with various school officials to speak with them about the programs offered by the Health Department and assess their level of interest in participating in the programs.
· Communicate with schools to schedule a variety of school-based programs such as “Germbusters” “Fit Kids”, “CATCH My Breath”, “You and Me, Together Vape-Free”, hearing, vision, dental screenings, and additional programs as needed.
· Work with designated Health Department staff and contract employees to ensure that the programs offered are fully staffed. 
· Maintain a calendar of all scheduled school-based programs. Provide a copy of the calendar to the Administrator. 
· Work with contract employees to ensure that they are trained in the programs that they will be facilitating. 
· Assist with the facilitation of programs within the schools as needed.
· Collect and track data for each program including but not limited to attendance, surveys from teachers, school feedback, dates of programs, number of students served, and paid volunteer feedback.
· Prepare reports for the Administrator on activities each month. Complete the Key Performance Indicator tracker and submit the tracker to the Community Outreach Nurse monthly.
· Work with the Administrator to order supplies needed for program implementation. 
· Ensure the contract employees submit required paperwork for payment for their time. This should be submitted to the Administrator. 
· Attend training as required by the Indiana State Department of Health or the Knox County Health Department. 
· Attend community outreach events, community meetings, and other events as needed to promote the programs offered by the Health Department.
· General knowledge of the programs and services offered by the Health Department.
· Plan, prepare, and when necessary, create materials to be used in school-based programming. 
· 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.
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. 
· Recording keeping skills. 
· Understanding the principles of public health.
· Professional written and oral communication skills, including public speaking skills. 
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