


          
POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Wellness Coordinator
	 Department:
 Human Resources

	[bookmark: _GoBack]Immediate Supervisor’s Position Title:
Director of Human Resources
	FLSA Status: 


	Job Summary:
Under the direction of the Director of Human Resources, the Wellness Coordinator provides leadership, coordination and facilitation in the development and implementation of Wellness Programs throughout the District.  Duties of the job include planning and coordinating district-level wellness opportunities to ensure the implementation of wellness programs.




SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	· Responsible for the planning, implementation and evaluations of health/wellness programs and special events.
· Assesses the health/wellness needs and interests of the community, and prepares and submits proposals for programs, special events and health/wellness practices. 
· Coordinates Employee Wellness Committee work including but not limited to newsletters, facilitating monthly committee meetings, planning programs, events, and employee health fair.
· Works cooperatively with Director of Human Resources, SW/WC Cooperative and Employee Wellness Committee in the delivery of health/wellness programs and services for district employees. 
· Develops and supports trainings for staff on the topic of health/wellness best practices, initiatives and trends. 
· Collaborates and with community agencies and organizations that can assist with the facilitation of activities, events and services by providing collaborative support to programs and service efforts. 
· Supports staff with nutrition information and active living program and event ideas to promote the benefits of a health/active lifestyle. 
· Collaborates with Community Education and Recreation staff on programs and events as needed. 
· Identifies grant opportunities at the local, state, and national levels to support existing programs, in addition to funding future activities and services.
· Prepares and meets annual and long-range program and departments goals and objectives.  
· Coordinates marketing efforts to increase awareness of health/wellness benefits throughout programs and facilities by coordinating with Communications Coordinator. 
· Trains and supervises volunteers for various specialized health/wellness services, special events, and programs.
· Attendance at required staff/committee meetings.

	



SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	
EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	
REQUIRED EDUCATION/TRAINING
 (choose one)
	
DEGREE INFORMATION:    
Type of degree: (B.S., M.A., etc.)
Associate’s Degree

	

	
less than high school diploma
	

	

	
High school diploma or GED.
	
Major field of study or degree emphasis:  
Education, Public Health, Nutrition, Kinesiology, Exercise Science, Health Promotion, Health Education, or related field.


	

	
1 year college
	
x
	
2 years college
	

	

	
3 years college
	

	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
· Working knowledge of the design, planning and implementation of health and wellness programs, events, and classes.  
· Thorough knowledge of a full range of theories and principles accepted in the field of community health education.
· Working knowledge of current software: word processing, publishing, spreadsheets.
· Ability to prepare and maintain accurate financial records and reports
· Ability to recruit, direct, train, and coordinate the work of others.
· Ability to communicate effectively both orally and in writing.
· Ability to work on multiple projects at once.
· District administrative policies and procedures.

	

	
2nd year graduate level     
	

	

	
Doctorate level
	




SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	
EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	Required Work Experience in Addition to Formal Education/Training:
Minimum experience equivalent to one year through three years. 

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  




	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
· Leading, coordinating and facilitating meetings and trainings.
· Analyzing and presenting data results and event/program information.
· Assisting volunteers in implementation of event or program.  
· Collecting, summarizing, analyzing and interpreting program or other statistical data.
· Utilizing statistical packages and software packages for data analysis.
· Designing and laying out documents and reports.
· Presenting reports, issues and concepts before diverse audiences and groups.
· Evaluating, improving and implementing change processes.
· Designing, developing and implementing health and wellness programs and services.
· Dealing with staff, administrators and other community professionals over health and wellness issues and concerns.  Interactions require presentational and communication skills to persuade, instruct, facilitate, inform and work with others to gain cooperation and understanding of health and wellness issues/needs/outcomes and to advise or make recommendation.



	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	
	

	


	
TOTAL
	
0



	
INDIRECT SUPERVISION:

	
Number of employees indirectly supervised:
  Volunteers
	
Total: 
10-12





	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties:
Duties are generally performed in a typical classroom and or resource room settings where there are minimal environmental hazards and risks. 




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Employee is required to:
	
Never
	
1-33%
Occasionally
	
34-66%
Frequently
	
66-100%
Continuously

	
Stand
	

	
x
	

	


	
Walk
	

	
x
	

	


	
Sit
	

	

	x
	


	
Use hands dexterously (use fingers to handle, feel)
	

	

	x
	


	
Reach with hands and arms
	

	
x
	

	


	
Climb or balance
	
x
	

	

	


	
Stoop/kneel/crouch or crawl
	
x
	

	

	


	
Talk or hear
	

	

	

	
x

	
Taste or smell
	
x
	

	

	


	
Physical (Lift & carry):                                               up to 10 pounds
	

	x
	

	


	
up to 25 pounds
	

	x
	

	


	
up to 50 pounds
	x
	
	

	


	
up to 75 pounds
	x
	

	

	


	
up to 100 pounds
	x
	

	

	


	
more than 100 pounds
	x
	

	

	




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Physical requirements associated with the position can be best summarized as follows:

Sedentary Work:
 Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  






SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________		____________________
Department Head’s Signature								                              		Date


Classification History:

 Description Created December 2013


  Date Board Adopted:__________________
	



This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.
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