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I. POSITION:  Diabetes Prevention Lifestyle Coach/Employee Wellness Coordinator: An exempt position serving Indian and non-Indian patients/clientele. 
II. QUALIFICATIONS: Bachelors degree in Health Education and/or closely related field required. Minimum of one (1) year experience presenting health education and/or health awareness in group and individual settings. Current CPR certification required. Valid driver’s license and evidence of insurability, Experience using Microsoft products, including Publisher, Word, Excel and Access (or equivalent software programs) in a business setting required. Prior experience utilizing Electronic Health Record (E.H.R.) or other database used to collect and mine information preferred. Minimum of one (1) year prior experience working in a tribal healthcare system preferred. Certified Health Educator preferred; eligible for certification required. 
This position is grant funded and exists only to the extent funding is available. Expiration and/or elimination of grant funding will result in elimination of the position.
III. PERSONAL CHARACTERISTICS

1. Possesses demonstrated ability to perform as a team player.

2. Maintains positive peer relationships and provides assistance in a friendly, helpful manner to all patients, visitors and staff.

3. Possesses the ability to work independently, is detail oriented, organized, and works under pressure. Meets deadlines. 

4. Must have consistent work attendance record.

5. Demonstrates cultural sensitivity. 

6. Understands and practices confidentiality.

IV. SUPERVISION: The Diabetes Prevention Lifestyle Coach/Employee Wellness Coordinator is supervised by the Diabetes Prevention Project Manager and Community Health Manager. This position holds no direct supervisory responsibilities.
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 to40 lbs.,
F. Standing 25% of the day
G. Walking 25% of the day
H. Pushing, up to 30lbs.
I. Pulling, up to20lbs.
Executive Director Approval:




Date:





	

	ESSENTIAL RESPONSIBILITIES: Responsibilities outlined below are to be rated on a “Yes/No” scale; indicating meets/does not meet the outlined responsibility. Essential responsibilities are evaluated at end of Introduction Period (initial 90 days) and annually on employee’s anniversary date
	YES/NO

	Customer Service
	1. Maintains a positive peer relationship and performs as a team player.

2. Plans and prioritizes to maintain a time and attendance record which complies with BMC policy.

3. Provides excellent internal and external customer service assistance, providing knowledgeable and appropriate information to customers.

4. Works independently in a very detail oriented manner, and meet deadlines.
	

	Comments:



	Organizational Values: Employee Demonstrates the values of Benewah Medical Center and Wellness Center
	1. Care and Compassion
2. Respect

3. Sharing

4. Professionalism

5. Confidentiality

6. Collaboration and Teamwork

7. Progressiveness
	

	Comments:


	Time and Attendance
	1. Employee reports to work timely
2. Employee utilizes breaks and meal periods to care for personal business outside of the work area

3. Employee completes work assignments in a timely manner and appropriately exits the work area in a timely manner

4. Employee appropriately utilizes Novatime Time and Attendance for clocking in and out; scheduling absences in advance when possible

5. Employee is available for scheduled work shifts regularly and communicates absence to supervisor in a timely manner if unavailable.
	

	Comments:



	Licensure, Certification and Employee Health and Immunization
	1. Measles-Mumps-Rubella (MMR)
2. Hepatitis B

3. TB Skin Test

4. Influenza (optional)

5. Tetanus (optional)

6. License A (per position qualifications – please list)

7. License B (per position qualifications – please list)

8. Certification A (per position qualifications – please list)

9. Certification B (per position qualifications – please list)
	

	Comments:



	General Comments Regarding Performance of Essential Responsibilities:


	Major Duties and Responsibilities outlined below will be rated annually on the employee’s anniversary date. Ratings will be completed on a 1-5 scale, with the scale outlined below. Performance may be evaluated at the discretion of the supervisor of the position if necessary and/or appropriate.

	Rating Scale:

5 =
Superior Performance – Performance consistently far exceeds expectations of the position.  Almost all job related activities were done in an outstanding manner.   (There should be very few individuals qualified for this rating.)

4 =
Very Good Performance – Performance consistently meets and may exceed expectations.  Consistently contributes more than his/her share.

3 = 
Satisfactory Performance – Satisfactory performance on all assigned responsibilities.

2 =
Marginal Performance – Performance satisfactory, but not in all areas of major responsibilities.  Needs further development and improvement to perform at satisfactory level.

1 =
Poor Performance – Performance does not meet the requirements of the position.  If performance does not improve after a reasonable period of time, the employee should be reassigned or terminated.  


	Rating:

	Health Educator Responsibilities
	1. Continually asses the health of the community to provide current information on the status and needs of the community.
2. Analyze the causes of community health problems/ health hazards to identify contributing factors that place community members/ employees at risk.

3. Advocate community health by networking with other tribal and non-tribal agencies to plan, implement and manage public health activities.

4. Develop plans and policies to address priority health needs.
5. Manage resources and develop organizational plans that demonstrate collaboration and coordination of health and community services. 

6. Implement programs that direct services to priority health needs.

7. Evaluate programs and participate in QI activities in accordance with BMC standards. 

8. Inform and educate the public on public health issues and available programs and services.
	

	Comments:



	Lifestyle Coach Responsibilities
	1. Work closely with DPP staff in group and individual counseling to assist participants in achieving weight loss and exercise goals.
2. Instruct and assist participants in pre-diabetes management and work with participant’s physician to achieve optimal diabetes control.

3. Use counseling skills to assist participants with behavior, diet and exercise modification to achieve goals.

4. Monitors participant safety and compliance with DPP protocol. 

5. Assists DPP team members with administrative, data collection, recruitment, and retention, and data entry as required to meet program requirements. 

6. Participates in screening and evaluation activities.
	

	Comments:



	Employee Wellness Responsibilities 
	1. Implement a wide variety of wellness programs that meet the needs of a diverse workforce (all Tribal entities) including the following:  health risk assessments, disease management, behavior change, and athletic performance enhancing programs.
2. Work with HR and Wellness Center to develop and execute cutting-edge internal and external wellness communications strategies using all available opportunities.
3. Coordinate with the tribal businesses to establish and encourage healthy choices for all employees. 

4. Provide opportunities for employees to review and learn new skills, practices and attitudes for the promotion and/or maintenance of personal health that may contribute to improve job performance and satisfaction.

5. Coordinate and evaluate worksite wellness activities including: employee participation, management support, improved employee productivity, decrease days lost, improved employee and family health. 


	

	Other
	Performs other duties that may be necessary in the best interest of the organization.
	

	Comments:




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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