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ALL NATIONS HEALTH CENTER

Job Description
	TITLE: 
	Emergency Preparedness Assistant

	DEPARTMENT:
	Research and Evaluation

	REPORTS TO: 
	Emergency Preparedness Coordinator

	FLSA STATUS: 
	Non-Exempt

	EMPLOYEE STATUS
	Part-Time Temporary

	SHIFT:
	Up to 20 hours per week



POSITION SUMMARY
Under the supervision of the Emergency Preparedness Coordinator, the Emergency Preparedness Assistant helps All Nations carry out its critical role of supporting community and population health, especially with respect to the current COVID-19 pandemic. This position requires work on the weekends.
DUTIES & RESPONSIBILITIES
· Monitor COVID Support Program requests 5 days per week (including weekends) and respond to incoming client requests.
· Prepare delivery sheets up to 5 days per week and coordinate with delivery drivers.
· Make deliveries to clients as needed, which may be needed on Saturdays and/or Sundays.
· Deliver Food Bank items and MCPS School Lunches as needed to families and individuals in isolation or quarantine.
· Provide education to clients on quarantine, isolation, and help them navigate COVID testing and resources.
· Purchase supplies as needed for vaccine-related activities and the COVID support program.
· Prepare and distribute public-facing messaging regarding All Nations COVID support resources for community members.
· Support medical staff in the coordination of vaccine clinics, which may include managing spreadsheets, scheduling, and making calls to clients and other tasks as necessary. 
· Conduct public outreach for education and program participation, such as preparing and distributing public-facing messaging.
· Provide in-person assistance at vaccine clinics, like registration and paperwork check-in.
· Assist with client registration as needed.
· Attend department meetings and other planning meetings, as necessary.
· Assist with COVID Support Program Evaluation.
· Make relevant recommendations concerning cultural sensitivity and health equity.
· Other duties as assigned.
EXPERIENCE
· Evidence of at least 1 year of work with the public preferred
· Evidence working with Native American communities preferred
QUALIFICATIONS
	Required:	High School Diploma 
Valid MT Driver’s License and clean driving record.
Be willing to consent to criminal background check.
Completion of John Hopkins Contact Tracing course within the first month of employment.
Must own a personal vehicle 

Preferred:	Enrolled in or completed Bachelor’s degree in Public Health, Social Work, or a related field
	
PHYSICAL DEMANDS
Essential job duties may require occasional lifting, pushing and pulling up to 50 pounds.  The ability to occasionally stoop, kneel, crouch and utilize reaching, handling, fingering and feeling movements is required. The ability to hear normal conversational discussion and near and far visual clarity is required.
Preference in employment is given to qualified Native American candidates, in accordance with Title 42CFR36.221.






I have read and understand the above job description, and I accept all the responsibilities of the position.

_________________________________________		            __________________
Temporary Part-time employee signature				Date

__________________________________________		___________________
Supervisor Signature							Date


[image: ] WWW.ALLNATIONS.HEALTH
Serving the Missoula Community Since 1970


LIKE US ON FACEBOOK • FOLLOW US ON INSTAGRAM


image1.png




image2.png




image3.png




