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HEALTH PROMOTION COORDINATOR  

JOB DESCRIPTION 
 
 
 
 

Job Title: Health Promotion Coordinator 

Pay Grade: 121 

FLSA: Non-Exempt 

Job Code: PH250 

Effective Date: October 2007 

Revision Date: January 2023 

 
NATURE OF WORK 

Under general supervision, promotes community awareness of public health issues; uses quantitative and qualitative 
data to identify County health trends and community service needs and assets. Plans, implements, monitors, and 
evaluates public health programs and activities; prepares grant applications and reports; serves as a liaison for 
the Department in the community by participating on community coalitions, committees, and task forces and 
promotes public health programs and services. 

 
ESSENTIAL FUNCTIONS: 

The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this 
classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be 
required to perform all duties listed and may be required to perform additional, position-specific duties. 

 Serves on local coalitions, regional initiatives or groups.  

 Coordinates relationships with partners and community organizations.  

 Provides training to expand capacity of partner organizations.  

 Promotes and represents programs at community events and at internal activities.  
 Serves as facilitator in coordinating meetings and distribution of information.  
 Works with community members to assist with cultural and linguistic educational materials for target 

populations. 
 Engages priority populations, partners, and community organizations for participation in the planning 

process for initiatives to address public health concerns. Defines desired outcomes.  Develops program logic 
models and assists with pilot testing. 

 Plans, organizes, and conducts community outreach programs, community events, workshops, conferences and 
discussion groups to promote health education, risk reduction and healthy behaviors. 

 Identifies County health trends, community service needs and public health education opportunities and 
priorities; researches issues; develops health education and public information programs to meet the needs 
of the community, with considerations for inherent cultural sensitivity and effective communication of health 
risks. 

 Coordinates efforts to identify and expand successful programs to protect and improve the health of the 
community. 

 Compiles and maintains records, reports and statistical information; monitors budget and expenditures. 

 Maintains absolute confidentiality of work-related issues, personnel records and County information; complies 
with the confidentiality standards of the Privacy Act of 1974, {U.S.C. § 552A} as amended, and HIPAA policies 
and procedures. 
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 WORKING ENVIRONMENT / PHYSICAL DEMANDS: 
  

Work is performed in a standard office environment and involves light physical demands and frequent use of a       
personal computer. This position needs to be able to lift and load lightweight boxes, up to 45lbs, into and out of 
vehicles at times for presentations and outreach activities outside of the office. 

 
EMPLOYMENT STANDARDS: 

Bachelor’s Degree in Health Education, Public Health or a closely related field; AND three (3) years’ experience in 
public health, medical or social services program. 

 
A valid Driver’s License is required.  

 
KNOWLEDGE AND SKILLS: 

 
Knowledge of: 

 Principles and practices of community outreach and engagement as well as health communication. 

 Grant application process. 

 Marketing and communications principles and presentation techniques for culturally diverse audiences. 

 County policies and procedures. 

 Applicable policies, procedures, and regulations covering public health programs. 

 Assessment, intervention, and evaluation strategies for public health issues. 

 Community service agencies and other governmental assistance programs. 

 Principles of record keeping and records management. 

 Assessing and prioritizing multiple tasks, projects, and demands. 

 Business and personal computers, and standard software applications. 
 

Skills in: 
 Group facilitations and public speaking. 

 Working collaboratively with community partners. 

 Developing and maintaining effective working relationships with a diverse population of community members, 
medical providers, businesses, schools, community-based agencies, and departmental staff. 

 Interacting with people of various social, economic, cultural, and ethnic backgrounds. 

 Working effectively with others to develop solutions for public health problems. 

 Maintaining accurate records. 

 Operating a personal computer utilizing standard and specialized software. 

 Establishing and maintaining effective working relationships with co-workers, other County employees, and 
representatives from other City, County, State and Federal agencies. 

 Communicating effectively verbally and in  writing. 


