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I. POSITION:  Diabetes Prevention Data Coordinator: Non-exempt position serving native and non-native individuals. Position responsible for days/hours and location as assigned by supervisor. 

Position is grant funded and exists only to extent funding is available. 
II. QUALIFICATIONS: A.A. in Exercise Physiology, Recreation, Sport Science, Physical Education or related field preferred.  Recent experience in the Fitness field will also be considered.  ACE, Cooper Institute for Aerobic Research other applicable certification is also preferred. Experience with Microsoft Office (i.e. Word, Excel, Access, PowerPoint, etc) required.  First Aid and CPR certification required.  If not certified required to work on becoming certified. Valid driver’s license required.
III. PERSONAL CHARACTERISTICS 

1. Strong organizational skills, able to adapt to change and displays cultural sensitivity.

2. Track record of teamwork principles. Viewed as a role model.

3. Possess solid oral and written communication skills.

4. Practices and understands confidentially.

5. Be able to substitute group fitness classes.

6. Attend staff meetings.

7. Able to work independently.

8. Flexible with scheduled hours.
IV. SUPERVISION: The Project Coordinator-Lifestyle Balance Program
V. ADA ESSENTIAL FUNCTIONS

A. Hearing: within normal limits with or without use of corrective hearing devices;
B. Vision: adequate to read 12-point type with or without use of corrective lenses
C. Must be able to verbally interact with staff, clients and public
D. Manual dexterity of hands/fingers for writing, computer input 
E. Able to lift up to 60 lbs.,
F. Standing 80% of the day
G. Sitting 20% of the day
H. Pushing, up to 60 lbs.
I. Pulling, up to 60 lbs.
	MAJOR RESPONSIBILITIES

	DUTY
	STANDARD
	RATING

	DP Data Coordinator
	A non-exempt employee serving Indians and non-Indians patient/clientele.
	

	Assisting Patrons
	Provide direction and education to all patrons; conduct orientations with new patrons, and providing a comfortable atmosphere for all patrons.

Position is responsible for afternoon/evening coverage and as assigned to DeSmet fitness center.

Position is responsible for morning/afternoon coverage and as assigned to Community Health (Diabetes and Community Health Outreach Programs Building). 
	

	Conduct Fitness Assessments
	Learn to conduct fitness assessments, become familiar with testing equipment and procedures
	

	Various Duties As Needed
	Assist other departments as needed.  Or other programs and classes whenever possible (ex.  Diabetes basic class).
	

	Staff Development, training, and hiring.
	Attend staff training and workshops, and continue to strive to participate in continuing your education in your profession.
	

	Flexible Schedule
	Must have a flexible work schedule to be able to attend weekend activities.
	

	Assist Project Coordinator-Lifestyle Balance Program
	Assist with program goals and objectives. Including: data submission (completed bi-weekly); and maintenance of pre-diabetes registry.
Answer Community Health switchboard as directed by Community Health Manager and/or Program Coordinator.

Maintain records of: diabetic supplies; shoes; denture referrals and payments in coordination with Community Health staff.

Attend REAL Team and take minutes at each scheduled meeting.

Work with Certified Diabetes Educator (CDE) to schedule appointments and compile monthly statistics.

Assist with annual Diabetes audit through preparation and coordination of required documents and materials.
	

	Public Relations
	Show up to work on time; be positive and motivating for clients.  Greet each member and be visible and accessible out on the fitness floor for his or her convenience.
	

	Attend Meetings
	Attend program and BMC/WC meetings as required.
	

	Follow BMC/WC policies and procedures
	Know BMC/WC policies and procedural and follow them.  If you have questions concerning them look at the manual located in director’s office.
	

	Customer Service
	Be able to work with a wide variety of patrons, including; the elderly, physical handicapped, and diseased. Instruct members in the proper usage of fitness equipment; poor or unsafe form.
	

	Cleaning/Maintenance
	Make cleaning a priority, ensuring that the DeSmet Fitness Center is always presentable.   Fix any maintenance concerns ASAP, problems not easily fixed are reported.
	

	Paperwork
	Maintain accurate and confidential client records, and other necessary paperwork.  Be knowledgeable of Windows programs.
	

	Maintaining Current Certifications
	Stay current with the trends coordinating recreational activities. Work towards applicable certifications.
	


EVALUATOR’S COMMENTS:

	

	

	

	

	

	


EMPLOYEE’S COMMENTS:

	

	

	

	

	

	


INDIVIDUAL GOALS/OBJECTIVES:

	

	

	


I understand that by signing this review, I am not indicating agreement with the rating, but I am acknowledging that my supervisor has reviewed and discussed this performance evaluation with me.

	Employee’s Signature:
	Date:

	Evaluator’s Signature:
	Date:

	Evaluator’s Supervisor:
	Date:
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