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Classification Specification
	

	
	3423100

	
	HEALTH PROGRAM ASSISTANT I



Class Summary

The responsibilities of this classification include assisting in the management of specialized health care programs and providing client services to individuals referred to the Seattle/King County Department of Public Health.
Distinguishing Characteristics

This is the first level in a two-level classification series. This classification is distinguished from the second level, Health Program Assistant II, in that the Health Program Assistant I is responsible for participating in program administration and data analysis for specialized health care programs and does not perform supervisory responsibilities for assigned staff. It is distinguished from the Application Worker in that the incumbent does not process client enrollment and eligibility requirements.

Examples of Duties (May vary by position)

1. Process and monitor client enrollments in programs.

2. Gather data and report on program services.

3. Assist in resolving client and program problems.

4. Assist program coordinator in the administration and maintenance of program activities.

5. Respond to public inquiries on program activities.

6. Participate in the development of program plans and objectives.

7. Develop and revise training and program materials with other staff. 
8. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of personal computer and various software applications
Knowledge of federal, Washington State and local health rules and regulations
Knowledge of community agencies
Knowledge of medical terminology
Knowledge of basic accounting procedures
Communication skills (oral and written)
Problem solving skills
Computer skills
Mathematics skills
Organization skills
Skills in prioritizing work and handling multiple tasks simultaneously
Skill in defusing hostile situations

Skill in working with a diverse population
Skill in meeting deadlines and time constraints
Licensing, Certification and Other Requirements

Washington State Driver’s License or the ability to provide transportation to travel to work locations with limited or no public transportation services
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Health Program Assistant I and II
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