Health Wellness Administrator Job Description
	POSITION DESCRIPTION

PERFORMANCE STANDARDS

Prince George's County, Md.

	1.  Department/Division


	2.  Dept/Div Code

   
	3.  Pos. No.

   


	4.  Name


	5. Official Class Title

             Lieutenant

      7.  Working Title

           Health and Wellness Administrator 

	6. Grade

Y04
   


	8.  Place of Work (building address)


	  Working Hours




	10.  Name, Official Class Title and Grade of person from whom you receive supervision or direction



	11.  Name, Official Class Title and Grades of persons supervised by you, if any




	12.  POSITION DESCRIPTION - Each major duty category is assigned an alphabet letter.  Use A, B, C, D, etc.  Under each major duty category, tasks or essential functions should be described.  Use A1, A2, B1, B3, etc.
	13.  PERFORMANCE  STANDARDS - For each task or essential function described at left, list one or several standards necessary for satisfactory performance.

       Use A1a, A2a, B1a, B1b, etc. 


	The incumbent in this position coordinates the operations of the Wellness and Fitness Program for the Prince George’s Fire/Emergency Medical Services (EMS) Department. The primary responsibility in this position is to accomplish the overall mission by educating and providing health and wellness services and programs to all Fire/EMS personnel. The incumbent in this position ensures that program design for personnel comply with federal, state and local laws and regulations as well as best practices for fire service personnel. Primary responsibilities include planning, directing, organizing and appraisal of components of the Wellness and Fitness Program. Specific responsibilities include strategic planning and evaluation, design of programs to promote wellness and fitness for personnel, and, implement cost saving methods to reduce employee benefit costs. Acts as a liaison with other Departments, County agencies and many other external customers associated with the administration of the Wellness and Fitness Program. Exercises independent judgment and leadership while performing duties of this position. The incumbent complies w/HIPPA Laws and handles all medical issues and personnel related matters as sensitive and strictly confidential. Confidential information may not be discussed with other personnel except for specific work related reasons and under terms and conditions of the Maryland Public Information Act.
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	A. Strategic Planning and Development.
A1. Establishes goals and objectives for the

departments wellness and fitness program           that is consistent with the department’s 

mission and the goals and objectives outlined by the Risk Management Office. Exhibits professional expertise in the area of wellness and fitness programs.

B. Wellness and Fitness Coordination.
B1.  Develops and establishes working relationships with individual department offices to promote and sustain a work environment that encourages healthy lifestyles.

C. Wellness and Fitness Resource Utilization and Development.
C1.  Effectively utilizes internal resources and external affiliates to accomplish wellness and fitness goals and objectives.

D. Case Management.
D1.  Monitor and coordinate medical processes related to individual injuries, illnesses and health related issues that relate to personnel in the Fire/EMS department.

E. Training/Education.
E1.  Development of a wellness fitness program educational curriculum for department personnel.
F. Other Duties As Assigned
G. Knows and complies with all EEOC laws, guidelines and regulations, and County Policies and procedures with respect to equal employment, discrimination, harassment and/or retaliation.
	A1a.  Develops health fitness goals and objectives to

          include prevention and health and risk

          management  activities for department personnel

          based on a needs assessment.

A1b.  Develops and implements a design planning

          process strategy for the department to include:

          program utilization, procedures and requirements.

A1c.  Ensures departments wellness fitness program

          complies with Federal, State and Local laws 

          and regulations.

B1a.  Identifies resources and trains personnel to serve

         as Peer Fitness Trainers to promote wellness and

         fitness to personnel within the department.

B1b.  Identifies and develops methodologies that the

         department can utilize to promote health and

         wellness to departmental personnel.

B1c.  Develops a measurement system that the Risk

         Management Office can utilize to measure the

         effectiveness and efficiency of the departments

         wellness fitness program.

B1d.  Monitors the status of programs and systems and

          reports progress or problems to the Risk

          Management Office manager.

C1a.  Works in conjunction with current contracted

          medical services provider to achieve the

          Established goals and objectives of the wellness

          and fitness program.

C1b.  Works in conjunction with the current Wellness

          Fitness Medical Director to achieve the

          established goals and objectives of the wellness

          and fitness program.

C1c.  Works in conjunction with the current county

          Medical Review Officer to achieve the

          established goals and objectives of the wellness

          and fitness program.

C1d.  Works in conjunction with the current contracted

           medical services provider to achieve the

           established goals and objectives of the wellness

           and fitness program.

C1e.  Works in conjunction with the Fire/ EMS

          Training Academy to achieve the established

          goals and objectives of the wellness and fitness

          program.

C1f.  Works in conjunction with the Office of Human

          Resources to achieve the established goals and

          objectives of the wellness and fitness program.

C1g.  Works in conjunction with the Employee

          Recreation Council to achieve the established

          goals and objectives of the wellness and fitness 

          program.

C1h.  Works in conjunction with Public Safety

          Investigation to achieve the established goals 

          and objectives of the wellness and fitness

          program.

C1i.  Works in conjunction with the Office of Research,

         Planning and Development to achieve the

         established goals and objectives of the wellness 

         and fitness program.

C1j.  Communicates the wellness and fitness goals and

         objectives to outside affiliates that have or could

         have an impact on the health, wellness and/or 

         fitness of departmental employees.

C1k.  Links departmental employees to internal and 

          external training opportunities in wellness and

          fitness.

D1a.  Identify health, wellness and fitness needs of 

          individual cases related to the Risk Management

         Office.

D1b.  Provide guidance, resources and assistance to

          individuals regarding maintaining health and

          wellness practices and/or recovery from injury.

D1c.  Provide information and records to individuals to

          be used with their treating physicians to maintain

          optimal health and/or facilitate full recovery from

          an injury or illness.

D1d.  Coordinate appropriate referrals to employees

          that include: Medical Services Providers, the

          Wellness Fitness Director and the Medical 

          Review Officer.

D1e.  Identify and integrate internal and external

         wellness and fitness resources to personnel.

D1f.  Schedule, coordinate and attend the Wellness

         Fitness Medical Director case consultations.

D1g.  Works in conjunction with the Wellness Fitness

          Coordinator to develop health and fitness goals

          for individual cases and department personnel. 

E1a.  Develop, schedule and facilitate new applicant

         orientation and physical agilities testing  for 

         potential new hires.  

E1b.  Develop, schedule and coordinate pre-hire fitness 

          preparation classes for potential Fire/EMS

          candidates to help aid in optimal health and

          wellness prior to the physical abilities testing

          thereby enabling them to be more valuable

          candidates for the Fire/ EMS department

E1c.  Develop, schedule and facilitate educational                    training sessions for recruit employees during

          their recruit school training.  

E1d.  Develop, schedule and facilitate educations

         sessions to Fire/EMS battalions, individual fire

         stations and provide one-on-one training to ensure

         continued improvement with annual fitness

         performance appraisals utilizing the Fire/EMS                Training Academy, the Fitness Center and/or fire

         stations.

E1e.  Develop, schedule and coordinate pre-retirement

         wellness fitness seminars for Fire/EMS personnel

         to aid in maintaining a healthy lifestyle during

         retirement years.  
F1.  Performs tasks other than everyday duties, 

       willingly and in a timely manner.  Assists on 

       special projects when necessary.

G1.   Demonstrates overall knowledge and compliance

        with Departmental orders, procedures, and 

        directives, as well as Personnel Law. 

G2.    Demonstrates knowledge of EEOC laws,

          guidelines and regulations and monitors work

          environment and subordinates’ behavior to ensure

          that guidelines and regulations are being enforced.

G3.  Knows and complies with laws, regulations and

        Guidelines with respect to sexual harassment and           retaliation and demonstrates his/her commitment 

        to enforcing Executive Order No 61 – 1995

        (attached to job description) by monitoring the

        work environment and subordinates’ behavior

        to ensure that no harassment of any kind or

        Retaliation occurs



	
	
	


  P.G. 544-M  6/94                                                                                                                                                               (OVER PLEASE)
