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ADMINISTRATIVE CLERK (PART-TIME) OR
ADMINISTRATIVE ASSISTANT (FULL-TIME) – 
CLINTON COUNTY HEALTH DISTRICT (POSTED 2/8/2024) Resumes will be accepted until the position is filled. The first round of resume reviews will begin March 1, 2024.

[bookmark: _Hlk158290728]Part-Time Administrative Clerk position available, 20-25 hours/week. Salary range $15-$18 per hour; contingent on qualifications and experience. Fringes include PERS, Mandatory Medicare, Workers’ Compensation, 13 holidays, paid vacation, and sick leave after 180-day probationary period. Minimum Qualifications: High School Diploma plus 2 years of customer service experience. Ability to multi-task. A valid Ohio driver’s license with ongoing proof of auto insurance. Proficient in computer usage and office equipment

Duties Include:
· Administrative- provides customer service, public record requests, administrative duties, clerical and fiscal tasks while assisting in daily office needs including all agency programs.
· Vital Statistics- register and\or print birth or death certificates, burial permits, complete affidavits and ensure accuracy on the vital paper usage logs, vital paper sign-out logs, and maintain notary licensure. 
· Fiscal-pay-ins, state required reports, and provide support during audits.
· Records- Compile meeting minutes for the Board of Health and Health District Advisory Council from Leadership Team and Fiscal Clerk, ensuring appropriate minute formatting and resolution numbers for historical record retention.
· Participate in Public Health Accreditation activities as needed and required, including Performance Management and contribute to a culture of continuous Quality Improvement.
· Participate as requested in the event of a public health emergency.
· Promote diversity, equity, and inclusion in everyday work practices. 
· Ensures agency mission, vision, and programmatic success.
· Job duties, responsibilities and activities may change, or new ones may be assigned at any time with or without notice at the discretion of the Business Manager, Health Commissioner, or Board of Health.
Or
Full-Time Administrative Assistant position available, 32-40 hours/week. Salary range $18-$21 per hour; contingent on qualifications and experience. Fringes include PERS, Mandatory Medicare, Medical Insurance, Workers’ Compensation, 13 holidays, paid vacation, and sick leave after 180-day probationary period. Minimum Qualifications: Associate degree in business administration or related field, plus 2 years of customer service experience. Ability to multi-task. A valid Ohio driver’s license with ongoing proof of auto insurance. Proficient in computer usage and office equipment.
Duties Include:
· All Administrative Clerk duties listed above.
Additional Duties Include:
· Developing and maintaining records for national Accreditation.
· Child Fatality Review- packet and meeting preparation, coordinate annual meeting, submit annual report. 
· Records Retention- yearly packet and meeting preparation, compile meeting minutes, and file maintenance.
· Create content for websites and social media updates. 
· Work in accordance with established policies, procedures, applicable statutes, and regulations of the Ohio Revised and Administrative Codes, as well as Ohio Department of Health, Ohio Department of Agriculture, and others as required.
· Provide customer service support to any program when needed, including but not limited to when a coworker is unavailable (i.e., paid time off, sick time off, surge capacity, etc.). 
· Provide education to the public on various public health topics.

THIS POSITION IS SUBJECT TO A POST-OFFER DRUG SCREEN AND BACKGROUND CHECK (BCI).
Email resume, professional references and salary requirements to Business Manager, Tansy Bernard: tbernard@clincohd.com. These items must be sent as requested and will not be accepted through social media.  Salary range per hour is contingent on qualifications and experience.














 “The Clinton County Health District strives to keep our community healthy, educated and safe.”
Equal Opportunity Employer-Provider
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