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Puyallup Tribal Health Authority






JOB TITLE:

WIC Certifier/Fill-In (Grant funded, continued employment based on grant renewal)
DEPT:

Community Health



FLSA STATUS: 
Non-Exempt
REPORTS TO:
Patient Wellness Manager


GRADE:
     
03

OPEN DATE: 
October 14, 2011



CLOSE DATE:
Open Until Filled


GENERAL FUNCTION:  Provide clerical support and certification services to the Women, Infant, and Children (WIC) Program on a fill-in basis.
ESSENTIAL JOB FUNCTIONS:
	· Obtain on a daily basis for each patient, basic qualification data to determine eligibility for the WIC program, including verifying status as an enrolled PTHA patient.

	· Performs certification and re-certification procedures for each WIC participant.

	· Implement Value Enhanced Nutrition Assessment (VENA) model of client assessment and      education for each certification and document in CIMS.

	· Provide explanation of WIC Program policies and procedures to clients and their caregivers. Educate clients, and their caregivers, on how to use WIC checks at each certification.

	· Obtains participant height, weight, and hemaglobin measurements for each certification and document in CIMS.

	· Dispense WIC checks to eligible participants after verifying eligibility and completing certification.

	· Coordinate services with WIC nutritionist, specifically for participants defined as high-risk by WIC codes.

	· Maintain appointment schedule to ensure caseload is met including: utilizing no- show report for follow-up contacts monthly, and mailing post-card reminders for appointments two weeks before appointments.

	· Maintain WIC files and records including check stubs, rights and responsibilities forms, blood work data, and Farmer’s Market records and other documents routinely.

	· Provide general office or administrative duties as required.

	· Communicate effectively with the WIC Clerk/Certifier, during each shift worked, regarding work completed and follow-up required.




MINIMUM REQUIREMENTS (EDUCATION AND EXPERIENCE):  High school diploma or GED.  One year experience in a WIC clinic.  Must complete the core WIC training and become a WIC Paraprofessional Competent Professional Authority (C-CPA) within 6 months of hire.  Must obtain a WA State Health Care Assistant certification upon hire.  



TO APPLY: 

A PTHA employment application is required (resume optional).  Applications are available in the Human Resource Department or on the PTHA website.  Completed applications must be submitted to the Human Resource Department by 5:00 pm on the closing date.  Indian hiring preference by law.  

PTHA-Human Resource Department

Kwawachee Counseling Center, bldg #4, 1st Floor

2209 E 32nd St

Tacoma, WA 98404

Phone (253) 593-0232 ext 516
Fax (253) 593-3479
Email: hr@eptha.com
Website: www.eptha.com 

Because of the large number of applications that may be received, not everyone who applies for a vacant position will be interviewed. Only those interviewed will receive notification when the position is filled or closed.
PTHA IS AN ALCOHOL/DRUG FREE WORKPLACE and SMOKE-FREE ENVIRONMENT      
PUYALLUP TRIBAL HEALTH AUTHORITY


JOB ANNOUNCEMENT








