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	POSITION DESCRIPTION

	JOB TITLE: 
	Trainer/Lab Specialist

	JOB GROUP:
	     

	Position (PCN) Number:
	275 3061 003
	Org Key:
	AA_27571

	JOB PURPOSE:

	Under the administrative supervision of the Staff Development/Training Coordinator, the Trainer/Lab Specialist implements and evaluates the clinical QA services of the WIC Program.  The Trainer/Lab Specialist is responsible for the training and management of laboratory procedures; coordination of immunization updates and training; and Infection Control and Safety compliance.

	TASKS & RESPONSIBILITIES:
	% 


	I. CLIA Certification

A. Assure that CLIA requirements are met in all WIC labs and that current certificates are posted.

B. Set up proficiency testing for spun hematocrit to comply with CLIA recommendations at each WIC lab.
C. Review Quality Control charts from all WIC labs monthly and submit to the Laboratory Consultant.

D. Work directly with Laboratory Consultant to monitor WIC lab quality and provide corrective actions needed.

II. Anthropometric and Hematocrit Training

A. Provides and/or coordinates in-service training to WIC staff relating to anthropometrics and hematocrit analysis.
B. Evaluates staff performing hematocrit and anthropometrics functions and retrains staff as needed.

C. Coordinates hematocrit audits, observes other clinical procedures such as heights/weights, reviews findings and implements corrective actions where needed.

III. Other Training and Employee Orientation

A. Conducts Infection Control and Blood-Borne Pathogens and Hazardous Communications training annually.

B. Assists with training and orientation of new employees.

C. Presents in-service training at staff meetings on topics identified through performance monitoring, as needed.
D. Attends required pulmonary resuscitation (CPR) classes to attain and maintain certification.
E. Conducts other trainings as assigned.

IV. Facility and Safety Audits

A. Assures that annual safety and facility audits are performed and reports filed with CQMP Section.

B. Conducts annual quality control checks on all scales used in WIC labs.

C. Monitors the inspection of fire extinguishers at each WIC site and arranges for annual certification.
V. Administration

A. Works as a member of the WIC management team reviewing program operation and changes.

B. Participates in required self-audits and other monitoring activities.
C. Attends staff training meetings and administrative staff meetings.  

D. Participates on the Quality Assurance Committee and other in-house committees as assigned.
E. Reviews reports of employee/client injuries occurring at WIC sites assuring compliance with policies.

F. Coordinates with the Employee Health Office to ensure WIC employee immunizations are up-to-date; facilitates annual TB testing of WIC staff.

G.  Keeps Local Policies on Laboratory, Quality Assurance and Safety Audit activities up-to-date.

VI. WIC Eligibility and Nutrition Education Activities

A. Works as a Certifying Authority, when needed, to determine applicant eligibility at various WIC sites including, but not limited to performing the following tasks: Income/Residency Screening, Health History/Assessment, Assignment of Risk Codes, VENA Counseling, Food Package and Formula Issuance, and Non-Contract Formula Processing.
B. Provides nutrition education to WIC participants either individually or in groups with emphasis on Client Centered Nutrition Education (CCNE).

C. Oversees and performs routine laboratory procedures on participants in WIC as needed.

V. Public Health Preparedness (PHP)

A. Completes PHP training programs required by HCPHES.

B. Performs other duties as assigned, including special tasks involved in responding to an emergency event.
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	SUPERVISORY RESPONSIBILITIES: (Titles of three highest level subordinates)



	1. N/A

	2.      
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(The following section of the Position Description is to be completed by the supervisor.)

	UPON ENTRY TO THIS POSITION, AN EMPLOYEE NEEDS THE FOLLOWING KNOWLEDGE, SKILLS, AND ABILITIES IN ORDER TO PERFORM THE JOB FUNCTIONS IN A SATISFACTORY MANNER:

	EDUCATIONAL REQUIREMENTS:

Employee must meet the federal definition of a Certifying Authority (CA) in the WIC Program excluding the category of WIC Certification Specialist.  Certifying Authority is defined as:

· Registered Dietitian (RD) (American Dietetic Association Commission on Dietetic Registration) or

· Licensed Dietitian (LD) (licensed by the Texas State Board of Examiners of Dietitians) or

· Nutritionist with a Bachelor’s or Master’s degree in : Human Nutrition or Dietetics, Community Nutrition, Clinical Nutrition or Home Economics with Food and Nutrition major (24 semester hours credit in human food and nutrition) 

	LICENSE(S) AND/OR CERTIFICATION(S) REQUIRED:

None.

.

	EXPERIENCE REQUIREMENTS: (Amount and Type)

One year experience providing direct patient care or working in a public health-related field is preferred, but not required.

Experience working in a laboratory setting preferred, but not required.

Experience working with community (hospitals, clinics, schools, etc.) preferred, but not required.

Training experience preferred, but not required.



	COMPUTER PROFICIENCY: (Be specific as to the amount and type of software and/or hardware knowledge required and the proficiency level of skills required, i.e., basic, intermediate, or advanced)

Basic skills in Microsoft Windows, Outlook and Word are required.


	SPECIAL SKILLS AND/OR ABILITIES:
Bilingual skills in English and Spanish are preferred.

Ability to communicate effectively with individuals and groups both orally and in writing.

Ability to exercise independent judgment in planning and implementing program objectives is desirable.  
Ability to work extended hours (before 8 a.m., after 5 p.m., Sat. and/or Sunday) is required.
Must have a valid Texas Driver’s License and personal transportation for periodic travel among WIC locations.  

	PHYSICAL REQUIREMENTS: (if any)

Employee must be in good health and physical condition sufficient to permit the full performance of the duties of this position.  Employee must be able to drive to a remote location on short notice.  Employee must be able to lift up to 20 pounds of weight from the floor to a desk top.

	DESCRIBE THE GUIDELINES AND SUPERVISION AN EMPLOYEE RECEIVES IN ORDER TO DO THIS JOB.  HOW MUCH INDIVIDUAL INDEPENDENCE AND DISCRETION DOES THE EMPLOYEE HAVE WHEN DOING THIS JOB?

	Under the direct supervision of the Staff Development/Training Coordinator, the Trainer/Lab Specialist functions as a member of the WIC Administrative team with primary responsibility for the Quality Assurance component of the clinical aspects of the WIC Program.  This Trainer is also responsible for the management of laboratory procedures; coordination of immunization updates and training; and Infection Control and Safety Compliance.

	SUPERVISOR’S COMMENTS:

	The Trainer/Lab Specialist adheres to the regulations of HCPHES & WIC Policies and Procedures and Texas WIC Policies and Procedures.  Employee must be able to handle stress from irate or belligerent clients.  Employee may be required to travel regularly among all WIC sites in Harris County, give nutrition education presentations on weekends, attend out-of-town meetings, make home visits, and be on 24-hour call during disaster.  Employee must be able to perform work quickly, yet effectively during peak periods.  

	SUPERVISOR’S SIGNATURE:
	
	DATE SIGNED:

	EMPLOYEE’S SIGNATURE:
	
	DATE SIGNED:

	PRINT EMPLOYEE’S NAME:
	

	
	
	

	OTHER SIGNATURE

(if required)
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