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Job Title: Registered Dietitian FLSA Status: Exempt
Dept No: 350 Civil Service Status: Exempt
SUMMARY:

Responsible for counseling high risk participants and preparing correlated reports of
high risk participation in the WIC Program. Develops nutrition education materials.
Assist in implementing Nutrition Education Plan. Responsible for certifying, counseling
and educating participants in the WIC Program. Responsible to WIC Director and
Senior Registered Dietician.

ESSENTIAL DUTIES AND RESPONSIBILITES:
 Provides appropriate nutrition counseling for high-risk participants. (70%).
Certify and recertify participants in the WIC Program. (10%).
Evaluates Local Agency WIC Certification Specialists (WSC’) (10%)
Prepares assigned reports of high-risk participation and WSC evaluations. (5%).
Function as part of Quality Assurance team. (3%).
Conducts training on current nutrition issues applicable to WIC. (2%).
Participates in the development and implementation of the Nutrition Education
Plan.
Develops and presents nutrition education materials.
e Ensures nutrition education is current and at an acceptable level.
Attends WIC meetings or conferences relating to nutrition education and other
topics as approved by the WIC Director.
Teaches nutrition classes/conducts facilitated discussions.
Discloses current nutrition information with WIC staff.
Conducts and assists with formula approvals for WIC staff.
Make home visits when required.
Performs all other WIC duties as assigned by the WIC Director.

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge,
skill and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential duties and responsibilities.

EDUCATION and/or EXPERIENCE

» Graduate of an accredited college or university with a B.S. degree in Nutrition,
Dietetics, Home Economics with 24 semester hours in Nutrition and/or a Masters
degree in nutrition, or dietetics.

e Has passed Registration Examination for Registered Dietitians and credentialed
by the Commission on Dietetic Registration of the American Dietetic Association.

e Applying principles of nutrition, and basic sciences to community health.

e One-year nutrition counseling experience, preferred.
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Identifying, collecting, assessing and evaluating nutritional data.

Good physical and mental health; current immunization record required.

Ability to find job satisfaction in the growth and development of the WIC program.
Participation and representation in community and professional organizations.

CERTIFICATES, LICENSES, REGISTRATIONS
e Employee must have a current valid Texas Motor Vehicle Operator’s License.
e Must be able to be insured by the County’s Insurance carrier.

PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is required to talk or hear. The
employee is required to stand. = The employee is required to walk; sit; use hands to
finger, handle, or feel objects, tools, or controls; reach with hands and arms; climb or
balance; stoop, and kneel.

The employee must occasionally lift and/or move over twenty-five (25) pounds. Specific
vision abilities required by this job include close vision, depth perception, and the ability
to adjust focus.

WORK ENVIRONMENT:
The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:
Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:

e sitting for extended periods of time

e operating assigned equipment

Maintain mental capacity which permits:
e making sound decisions and using good judgment
e demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:
e working closely with others
e working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
e making observations
e reading and writing
e operating assigned equipment
e communicating with others

ACCIDENT PREVENTION PROGRAM:
Required to follow all departments’ safety regulations.
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Job Title: Registered Dietitian FLSA Status: Exempt
Dept No: 350 Civil Service Status: Exempt
SUMMARY:

Responsible for counseling high risk participants and preparing correlated reports of
high risk participation in the WIC Program. Develops nutrition education materials.
Assist in implementing Nutrition Education Plan. Responsible for certifying, counseling
and educating participants in the WIC Program. Responsible to WIC Director and
Senior Registered Dietician.

ESSENTIAL DUTIES AND RESPONSIBILITES:
e Provides appropriate nutrition counseling for high-risk participants. (70%).
Certify and recertify participants in the WIC Program. (10%).
Evaluates Local Agency WIC Certification Specialists (WSC’) (10%)
Prepares assigned reports of high-risk participation and WSC evaluations. (5%).
Function as part of Quality Assurance team. (3%).
Conducts training on current nutrition issues applicable to WIC. (2%).
Participates in the development and implementation of the Nutrition Education
Plan.
Develops and presents nutrition education materials.
e Ensures nutrition education is current and at an acceptable level.
Attends WIC meetings or conferences relating to nutrition education and other
topics as approved by the WIC Director.
Teaches nutrition classes/conducts facilitated discussions.
Discloses current nutrition information with WIC staff.
Conducts and assists with formula approvals for WIC staff.
Make home visits when required.
Performs all other WIC duties as assigned by the WIC Director.

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge,
skill and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential duties and responsibilities.

EDUCATION and/or EXPERIENCE

e Graduate of an accredited college or university with a B.S. degree in Nutrition,
Dietetics, Home Economics with 24 semester hours in Nutrition and/or a Masters
degree in nutrition, or dietetics.

e Has passed Registration Examination for Registered Dietitians and credentialed
by the Commission on Dietetic Registration of the American Dietetic Association.

e Applying principles of nutrition, and basic sciences to community health.

e One-year nutrition counseling experience, preferred.
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Identifying, collecting, assessing and evaluating nutritional data.

Good physical and mental health; current immunization record required.

Ability to find job satisfaction in the growth and development of the WIC program.
Participation and representation in community and professional organizations.

CERTIFICATES, LICENSES, REGISTRATIONS
e Employee must have a current valid Texas Motor Vehicle Operator’s License.
e Must be able to be insured by the County’s Insurance carrier.

PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is required to talk or hear. The
employee is required to stand. The employee is required to walk; sit; use hands to
finger, handle, or feel objects, tools, or controls; reach with hands and arms: climb or
balance; stoop, and kneel.

The employee must occasionally lift and/or move over twenty-five (25) pounds. Specific
vision abilities required by this job include close vision, depth perception, and the ability
to adjust focus.

WORK ENVIRONMENT:
The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:
Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:

e sitting for extended periods of time

* operating assigned equipment

Maintain mental capacity which permits:
e making sound decisions and using good judgment
e demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:
* working closely with others
e working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
e making observations
e reading and writing
* operating assigned equipment
e communicating with others

ACCIDENT PREVENTION PROGRAM:
Required to follow all departments® safety regulations.
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e Non-Exempt
Job Title: Cleaning Aide-Full Time FLSA Status: Non-Exempt
Dept No: 350 Civil Service Status: Non-Exempt
SUMMARY:

Experience doing maintenance work. Work well with people. Keeps clinic clean at all
times.

ESSENTIAL DUTIES AND RESPONSIBILITES:
» Dusts cabinets, counters, and desktops.
Empties trash cans.
Sweeps floors.
Wet mops floors.
Cleans restrooms.
Washes windows as needed.
Makes sure clinic is supplied with toilet tissue, hand towels, and other needed
supplies.
Performs job duties on a timely manner.
Follows chain of command.
Does not use agency time for personal business.
Is well informed of employee responsibilities in the county personnel manual.
Performs any other duties assigned by the supervisor.

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge,
skill and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential duties and responsibilities.

EDUCATION and/or EXPERIENCE
« Has worked as maintenance worker at least for one year.
e Works well with people.
e Good physical and mental health (Immunization Record).

CERTIFICATES, LICENSES, REGISTRATIONS
« Employee must have a current valid Texas Motor Vehicle Operator's License.
e Must be able to be insured by the County’s Insurance carrier and have
availability of personal car.

PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is required to talk or hear. The
employee is required to stand. The employee is required to walk; sit; use hands to
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balance; stoop, and kneel.

The employee must occasionally lift and/or move over twenty-five (25) pounds. Specific
vision abilities required by this job include close vision, depth perception, and the ability
to adjust focus.

WORK ENVIRONMENT:
The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:
Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities, which may include the following:

e Sitting for extended periods of time

e Operating assigned equipment

Maintain mental capacity, which permits:
e Making sound decisions and using good judgment
¢ Demonstrating intellectual capabilities

Effectively handle a work environment and conditions, which involve:
e Working closely with others
e Working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
e Making observations
e Reading and writing
e Operating assigned equipment
e Communicating with others

ACCIDENT PREVENTION PROGRAM:
Required to follow all departments’ safety regulations.
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Job Title: Administrative Assistant FLSA Status: Non-Exempt
Dept No: 350 Civil Service Status: Non-Exempt
SUMMARY:

Assists administrative office in the daily operations of WIC Program.
ESSENTIAL DUTIES AND RESPONSIBILITES:

Complies monthly schedule and is responsible for making substitutions at clinics.
Maintains purchase orders and compares billing to purchase orders.

Reviews and corrects the monthly clinic reports pertaining to the WIC Program;
and formulates final report to State.

Compares telephone log for long distance calls made by WIC personnel to
telephone bill.

Obtains repairs for clinic and equipment after obtaining prices in absence of
Administrative Technician.

Obtains specifications and bids needed for equipment purchases and price for
purchase orders.

Helps to compile information on supplies to be purchased-pricing, quantity, and
need.

Performs receptionist duties for the Administrative office when needed.

Performs general office duties (filing, typing, computer usage, faxing, copying)
Helps to calculate percentages of time worked in administration, nutrition
education and Breastfeeding.

Helps calculate percentages of space and utility allocations to compile State
report.

Helps to develop any kind of reporting system for inventory and issuing of
supplies.

Assists in Payroll processing.

Assists in formula inventory controls.

Attends annual and other meetings or conventions pertaining to the financial
management of the WIC Program.

Any other duties assigned by the WIC Director.

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge,
skill and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential duties and responsibilities.

EDUCATION and/or EXPERIENCE

High School graduate with a certificate from a technical or business school in
accounting principle
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responsible for ordering supplies, inventory, cash flow, preparing budgets and
accounting principles is preferred.

e Two (2) years of WIC experience is required.

CERTIFICATES, LICENSES, REGISTRATIONS
e Employee must have a current valid Texas Motor Vehicle Operator’s License.
e Must be able to be insured by the County’s Insurance carrier and have
availability of personal car. 5% of overnight travel maybe required.
e An updated immunization record.

PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is required to talk or hear. The
employee is required to stand. The employee is required to walk; sit; use hands to
finger, handle, or feel objects, tools, or controls; reach with hands and arms; climb or
balance; stoop, and kneel.

The employee must occasionally lift and/or move over twenty-five (25) pounds. Specific
vision abilities required by this job include close vision, depth perception, and the ability
to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job.

The noise level in the work environment is usually at a minimum.

SAFETY REQUIREMENTS:
Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities, which may include the following:

e sitting for extended periods of time

e operating assigned equipment

Maintain mental capacity, which permits:
e making sound decisions and using good judgment
e demonstrating intellectual capabilities

Effectively handle a work environment and conditions, which involve:
e working closely with others
e working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
e making observations
e reading and writing
e operating assigned equipment
e communicating with others

ACCIDENT PREVENTION PROGRAM:
Required to follow all departments’ safety regulations.
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