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	JOB POSTING

	NUTRITION ASSISTANT  
	
	Until Filled
	
	          

	JOB TITLE & POSITION NUMBER
	
	CLOSING DATE
	
	JOB POSTING #

	
	
	
	
	

	Nutrition Services & WIC
	
	                
	
	        open

	DIVISION/SECTION
	
	LOCATION
	
	SALARY

	
	
	

	  Monday-Friday 8-5 plus some weekends   and evenings                
	
	Human Resources (713) 439-6195

	WORK HOURS -DAYS OFF
	
	CONTACT PERSON & PHONE NUMBER

	POSITION REQUIREMENTS



	1.  EDUCATION-LICENSE-CERTIFICATIONS: 

	  High School Diploma or GED.   


	2.  MINIMUM EXPERIENCE REQUIREMENTS: 

	One year of work experience required.

Basic knowledge in operation of computer, copier and calculator preferred.

Successful completion of training as Medical Assistant, Office Manager, Administrative Technician or Office Assistant may substitute for a year of work experience.




	3.  SKILLS AND/OR PHYSICAL REQUIREMENTS: 

	Bilingual English/Spanish required.

Transportation availability for travel to other sites occasionally required.   Ability to deal with large numbers of people under pressure is necessary.





	JOB DESCRIPTION: (attach additional sheet if necessary)

	 Under the Supervision of the WIC Supervisor, the Nutrition Assistant helps by completing forms, entering data in the computer, gathering information from WIC applicants and educating clients

about the WIC Program.   Responsibilities also include setting up the work area providing

nutrition education classes, obtaining heights/weights, hemoglobin and other clinical or clerical duties  





	The Civil Rights Act of 1964 prohibits discrimination in employment because of race, color, religion, sex, or national origin.  P.L. 90-202 prohibits discrimination on the basis of age with respect to individuals who are 40 years of age or older.  A bona-fide occupational qualification, business necessity or other legally permissible reasons should warrant any limitations in these areas expressed in this requisition.

	UPON RECEIVING A CONDITIONAL OFFER OF EMPLOYMENT, ALL APPLICANTS ARE SCREENED FOR THE PRESENCE OF ALCOHOL AND ILLEGAL DRUGS. 
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