PUBLIC HEALTH PREPAREDNESS SPECIALIST
DEFINITION
Under general supervision, maintain and monitor the Southcentral Wisconsin Public Health Preparedness (SCWPHP) Consortium cooperative agreement; perform program management functions; develop and disseminate outreach materials and perform related duties as required.

EXAMPLES OF DUTIES
Act independently to monitor and maintain SCWPHP Consortium expenditures on the Dane County AFIN system; prepare purchase orders and send them to SCWPHP Consortium health departments and other agencies; process invoices from SCWPHP Consortium health departments and other agencies for timely payment; attend local, regional and statewide public health preparedness SCWPHP Consortium meetings and provide input; conduct periodic off-hours test of SCWPHP Consortium member agency’s ability to respond 24 hours a day, 7 days a week to a potential bioterrorism event; schedule facilities for SCWPHP Consortium trainings and meetings; help prepare and mail questionnaires, control for their return and enter questionnaire data; prepare questionnaire summary reports for final review by the Coordinator; develop agency-specific print and visual educational materials for Consortium public health departments and their community partners; draft routine correspondence for Consortium staff in response to inquiries or requests for material and information; create and carryout periodic mailings to Consortium agencies and their partners.

EMPLOYMENT STANDARDS
Education and Experience:  A minimum of either a two year Associate degree in a human services field (e.g., psychology, sociology, nursing, counseling, communications) and two years relevant work experience in the area of bioterrorism public health preparedness or work with community constituents in a government agency, or a Bachelor’s degree in a human services field and one year relevant work experience in the area of bioterrorism public health preparedness or work with community constituents in a governmental agency.

Knowledge, Skills and Abilities:  Knowledge of public health objectives as they relate to bioterrorism prevention and control; knowledge of computer software programs, including spreadsheets such as Excel, databases such as Access, and presentation creation such as Power Point; knowledge of potential agents of bioterrorism for preparing and implementing policies that will assist communities in being prepared to respond; possession of effective interpersonal skills; effective time management skills; ability to collect, organize and analyze data; ability to use problem solving skills to effectively resolve program/partner issues and the ability to manage multiple tasks simultaneously.

Special Requirements:   Possession of or eligibility to have a valid Wisconsin driver’s license.
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