TOWN OF HANSON

Position Title:  Health Agent
Position Summary/Statement of Duties:

The essential function of this position is to interact with and act as the agent for the Board of Health to provide for the protection of the public health, the control of disease, the promotion of sanitary living conditions, the protection of the ground water and other environmental factors from pollution and assist ancillary staff.  The Health Agent works in accordance with Massachusetts General Laws, town policies, town bylaws, ordinances, rules, regulations and relevant state, federal and local regulations and conducts and/or oversees all necessary licensing, permitting, inspections and testing programs established by the board of health,  reviews and implements board of health policies, methods and procedures within the health department; enforces applicable health laws, local by-laws and regulations including and not limited to: communicable diseases, septic systems, housing, lead paint, food, tobacco, asbestos, hazardous materials, hazardous wastes, solid waste management, semi-public and public pools and beaches, mosquito control, animals, wells, public and private drinking water quality, air quality, and general health nuisances, as directed by the board.  
These goals are accomplished by developing, planning, organizing and directing public health programs, inspecting installations, investigating complaints and documenting, reporting, and memorialization of records  The Health Agent is responsible for maintaining and improving upon the efficiency and effectiveness of all areas under his/her direction and control. He or she must be able to communicate effectively both verbally and in writing with co-workers and all town departments.

Supervision:

Supervision Scope: Performs complex and highly responsible duties requiring a very high level of initiative and independent judgment in the planning, administration, and execution of the department's programs and services, and in the direction of personnel to facilitate aforementioned; health agent is required to work independently in formulating decisions regarding department policies, procedures, operations and plans.

Supervision Received: Works under the policy direction of the Board of Health with considerable latitude for independent judgment and action; assumes responsibility for developing and achieving the department goals and objectives.  Requires the ability to plan and perform operations/inspections, and to independently identify, plan, and complete work to accomplish Board of Health functions.  He or she responds to many situations not clearly defined by precedent or established procedures. He or she has extensive working knowledge of State Environmental Code (Title 5), Hanson Rules and Regulations for the Disposal of Sanitary Sewage, and the State Sanitary Code Chapter 2 (housing code) and Chapter 10 (food code) as well as the state building code.  
Supervision Given: Provides guidance to department employees as it relates to inspectional/ septic installation activities; develops job direction along with guidance from the board; assigns tasks and provides assistance to facilitate completion of tasks; monitors personnel performance to assure timely task completion and provides performance evaluation to the board.

Job Environment:

Administrative work may be performed in an office as well as the field with the assistance of computers and wireless informational electronic devices.  Information gathering and inspections are performed in facilities and outdoors with potential exposure to infectious and contagious diseases, toxic or caustic chemicals, fumes, vapors and levels of radiation while conducting tests. A majority of work is performed under moderately noisy conditions and is subject to frequent interruptions.

Possesses and maintains a valid Massachusetts motor vehicle operators permit as a condition of employment, has extensive knowledge of and demonstrates effective use of computers and enhance electronic informational gathering devices as well as wireless technology, iPads, telephones, copier, scanner, fax/facsimile machine, and other standard office machines.

Interacts effectively, professionally, cordially, and maintaining professional decorum with the general public, health care providers, medical institutions, environmental scientists, building contractors, attorneys, other municipal employees and officials, and local, state and federal governmental agencies and organizations.  A high level of discipline and knowledge is required to provide consistent, reasonable, prudent, fair and equitable decisions on private personal and regulatory issues and avoids even the appearance of favoritism or a quid pro quo relationship.

He or she has daily contact with the general public, engineers, septic installers, realtors, attorneys, banks, developers, Department of Environmental Protection, Department of Public Health, Visiting Nurse Association, and other town departments, requiring perceptiveness, discretion, patience and courtesy as a direct representative of the town of Hanson..
He or she has access to all department-related confidential information including medical records of residents that require the application of appropriate judgment, discretion and professional protocols.  The health agent maintains as strictly confidential any and all information specifically so designated, including reports of communicable diseases, reports of unsanitary living conditions, food code violations, tenant/landlord problems, pending litigation, bid proposals, personnel records, and other department related information.  Discretion and maintenance of confidentiality are required.

Essential Functions:

The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

•
Works with and supports the Board of Health in the development of plans, policies and programs to address public health needs; Establishes goals and objectives to be achieved through systematic courses of action that focus on community health needs as well as required federal mandates from the several federal agencies that interact with boards of health by regulatory or procedural means.

•
Enforces state health and sanitary laws, local by-laws, and rules and regulations of the Hanson Board of Health with courtesy, discretion, tact and professionalism; oversees and provides for the proper and timely issuance of a variety of permits and enforces compliance

•
Evaluates existing programs in effect within the department and provides scrutiny and quality assurance surveillance  according to applicable professional and regulatory standards to ensure that programs are consistent with plans, policies, and legal requirements; advises the Board of Health on ineffective/inadequate policy and procedures  and proposes changes required to reestablish  applicable functional standards.

•
Implements mandated programs and services; responds to complaints and meets other high priority public health service requirements e.g., inspects housing, food establishments, institutions under public control, etc.; enforces housing code; plans and conducts health and environmental investigations, including the collection of bio-medical debris from recreational bathing/boating areas, beaches and camps that provide swimming pools/bodies of water that provide for bathing as well as water samples from aforementioned for bacterial analysis; initiates remedial and enforcement procedures as necessary; supervises and reviews the work of professional engineers and sanitarians in excavating deep test holes, performing percolation tests and evaluating soil conditions.

•
Investigates emergent and chronic health incidents/ complaints, identifies their adverse effects and health hazards in the community to identify the possible threat to public health/safety, duration, trends, location and population risks; drafts and issues reports on health issues and maintains public health records and takes immediate and decisive enforcement action should the need arise.

•
Informs and educates the public on public health issues of concern in the community, promotes awareness about public health services, their availability and health education initiatives.

•
Reviews development plans in cooperation with other boards/departments and submits reports as necessary; reviews engineered and other septic system plans for code compliance, consults with engineers to recommend appropriate designs; submits recommendations to Board of Health on variance approvals and conditions.

•
Trains health service personnel on sanitary code inspection techniques when necessary.

•
Assists and provides guidance in the preparation of and manages the department’s operating budget; provides for the maintenance of associated records; assists in the preparation of the budget and expenditure reports of the board of health as well as the transfer station.

•
Develops and administers grant-funded programs; manages the distribution of publicly funded or supplied vaccines

Other Functions:

•
Advises and consults with consulting physicians, Town agencies, boards, commissions, committees, and the State Department of Public Health

•
The health agent will provide the board of health with a weekly summary of his/her weekly activity as it relates to the professional responsibilities of the health agent, in writing, prior to the weekly board of health meeting and via verbal communication at each board of health meeting, or as requested by the chairman of the board.  The health agent will also provide a monthly summary of activity.  Aforementioned requirement is to facilitate the documentation, reporting, and memorialization of the legal responsibilities of the health agent as well as the board of health to accommodate access to public records requirements as well as facilitate the efficient operation of the board.
•
Maintains current knowledge of profession through peer association, review related literature relative to public health, septic systems, food inspection, building codes etc

as well as  attends seminars/workshops, classes and continuing education classes. 

•
Represents the town in local, regional and federal programs involving public health issues

•
Performs similar or related work as required or as the situation dictates

Errors and Omissions:

Errors in judgment or omissions can result in service delays, personal injury, financial loss, rework, adverse public relations, potential liability and other legal repercussions and compromise public health and safety and may result in disciplinary action as a consequence.

Physical and Mental Effort:

While performing the functions of this employment description, the employee is required to meet with applicants and the public standing at a counter or sits in a conference location; She or he is required to frequently operate a motor vehicle to various job locations, walks, climbs, stands, talks and listens; uses hands to finger, handle, or feel objects, tools, or controls; reaches with hands and arms; occasionally the employee needs to sit to process office and paper work.  The employee must occasionally lift and/or move up to 50 pounds; specific vision abilities required include close, medium distance, peripheral and color vision and the ability to adjust focus; ability to operate a keyboard and computer systems accurately and at a moderate speed; must be able to hear normal sounds, distinguish sound as voice patterns and communicate through human speech using American English. The applicant must be free of cognitive impairment with all sensorium intact.

Minimum Required Qualifications:

Education Training and Experience:

Applicants for this position preferred to have a Bachelor of Science degree in public health, or related field.  Educational requirement may be substituted with five years of demonstrated responsible experience in a professional or municipal setting or an equivalent combination of education and experience. Demonstrated Department of Environmental Protection coursework on state environmental code or public health topics is preferred. A CHO or RS is ideal but not required.
Special Requirements:

Applicants and incumbents must possess a Massachusetts Class D motor vehicle operator's license; wearing protective clothing and equipment according to OSHA guidelines is required on some job sites;  Incumbents are expected to attend, successfully participate in and receive certificates of completion from recognized seminars and courses e.g., soil evaluator, pool operator, food inspection, land surveying, lead enforcement/determination, septic inspection, building and fire code enforcement, infectious/communicable disease recognition, emergency dispensing site protocols, and  post natural disaster planning.

Knowledge:  Comprehensive knowledge of the practices and administration of public health; extensive knowledge of the applicable state and local laws and regulations relative to public health and of the state sanitary codes, Title V inspection and construction of septic systems/fields and transmittal of food borne pathogens as well as communicable disease.  Applicants for this position must have a demonstrated knowledge of excellent office administrative practices and know how to efficiently and accurately use word processing, spreadsheets, electronic mail and information technology to provide for the effective records maintenance.  Prior to consideration for employment, applicants will demonstrate skills in using Microsoft Office suite software including Outlook, Word, Excel and PowerPoint for the eventual purpose of the aggregation of data for statistical analysis, planning, and dissemination to other departments.  Also prior to consideration for employment, the applicant will demonstrate a working knowledge and a fundamental understanding of Title V, the State Sanitary Code, Massachusetts Virtual Epidemiologic Network (MAVEN), as well as the inspectional and testing process.
Ability:  A demonstrated proficiency to read, understand, interpret and appropriately apply a broad range of applicable specifications, laws, policies and procedures as well as a demonstrated ability to understand and accurately interpret construction plans, septic design, topographical charts and maps; to recognize, understand and work with departments within the community for the efficient and most cost effective use of town resources; to identify, analyze and make useful recommendations regarding issues that affect the entire town generally as well as the board of health specifically; to work diplomatically and effectively with a diverse population of those who are the recipients of the services of the board of health and its attendant responsibilities; a strong ability to coordinate with regulatory boards, committees, and officials and provide guidance/comment when necessary. Ability to analyze and interpret data and to present findings clearly by means of verbal and written communication.  Ability to multi-task, work independently, proceed on own initiative when necessary to provide a time sensitive service or during an emergent situation,  communicate effectively with persons at all levels of government  including, but not limited to news media, town employees, and the public; understands and interprets accurately health-related regulations and plans.  Applicants must understand that it is the intent of the Hanson Board of Health to become a “paperless” office and that all functions in the near future will principally be of an electronic format therefore a successful applicant/ employee will not only be comfortable working with digital/wireless technology, but will actively pursue and achieve a successful  reconfiguration of the board of health from paper to a digitized format. Applicants must also understand the absolute necessity for an organized filing system for various types of documents depending on the substance and import of the document and exercise extreme care in ensuring the security of public documents to avoid tampering/theft.
Skill: Excellent verbal and written communication skills; force of personality to ensure code/regulation/by law compliance, be acquainted with legal/court system, seeking court orders, criminal complaints, administrative search warrants, seeking legal counsel to pursue court ordered compliance; good to excellent skills in documenting investigations, writing reports, documenting in a chronological, concise, and understandable format all activity as relates to the duties and responsibilities related to the legal and professional responsibilities of a health agent Promulgates and implements a scheduled inspectional process for every entity, business establishment, food purveyor, food vendor, market, supermarket, outdoor event, restaurant, septic systems, domiciles, rooming houses, apartments and public gathering areas  requiring inspection by the board of health as required by Massachusetts state law, documents the inspectional process and provides a verbal and written report to the board of health  on a scheduled basis or as requested by the board. Documents, investigates, and responds to all complaints of any nature and provides documentation related to same as provided by Massachusetts state law and notifies local law enforcement in a timely fashion , as well as DPH, MSPCA, DSS or any other necessary enforcement agency should the need arise, or as required by law.  Tracks, documents and notifies all in authority in the event of an emergent communicable disease. Provides follow up and tracking as the result of DPH communication of communicable disease/infection of a non emergent nature.  Notifies the board in the event of dog/animal bite and provides tracking/follow up and documentation re same.  Applicants for this position must have demonstrated skill in organizing work and meeting deadlines while working under the pressures of other service demands. Applicants must also have excellent computer skills including word processing, spreadsheets and data processing/management applications in a business environment.  Applicants must possess a strong sense of professionalism in adverse situations and recognize the need for and the legal requirement of confidentiality when dealing with varying public health and safety issues (HIPPA).  Applicants must demonstrate the ability to prioritize tasks and understand that communication(s) received from outside public agencies, citizens, or police and fire departments may be of an emergent nature requiring an immediate and effective response.  Applicants must also demonstrate proficiency in expressing herself/himself with the written word, correct spelling, punctuation and syntax and an ability to understand and use legal terminology and past experience with interaction with legal firms.
(This job description does not constitute an employment agreement between the employer and the employee.  It is used as a guide for personnel actions and is subject to change by the employer as the needs and requirements of the job change.)
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