WASHTENAW COUNTY

JOB DESCRIPTION

Job Code: 1019
Employee Group: 9000
CLASS TITLE:
CONTACT TRACER 

DEPARTMENT:
Health Department

FLSA STATUS:
Non- Exempt 


VISION

Washtenaw County Health Department envisions a healthy community where every resident has the opportunity to achieve optimal health and well-being.  

GUIDING PRINCIPLE FOR HEALTH EQUITY

Washtenaw County Health Department is committed to working with community members and partners to address the factors that influence health, including employment, education, housing, neighborhood, public safety, food access, air and drinking water quality, and health care.  Our work toward health equity and social justice will be guided by the following principles:

· We value all people equally

· We promote the improvement of living conditions in which community members are born, grow, reside, work, play, learn and age.

· We strengthen partnerships with community members that aid in community empowerment through community capacity building, organizing, and mobilizing.

· We name racism and other –isms as a barrier to health equity and social justice.

JOB SUMMARY

Works under the supervision of a higher classified employee the Contact Tracer may use a web-based client resource management (CRM) platform to call all contacts of anyone diagnosed with COVID-19 to document a symptom check, refer them for testing according to established protocols, and provide them with instructions for quarantine. Contact Tracers are required to follow all scripts, policies, and procedures provided, and comply with training regarding confidential information related to personal information. 

DEPARTMENT-WIDE CORE COMPETENCIES

· Applies ethical principles in accessing, collecting, analyzing, using, maintaining, and disseminating data and information

· Contributes to implementation of organizational strategic plan
· Communicates in writing and orally with linguistic and cultural proficiency (e.g., using age-appropriate materials, incorporating images)
· Describes the concept of diversity as it applies to individuals and populations (e.g., language, culture, values, socioeconomic status, geography, education, race, gender, age, ethnicity, sexual orientation, profession, religious affiliation, mental and physical abilities, historical experiences)

· Collaborates with community partners to improve health in a community (e.g., participates in committees, shares data and information, connects people to resources)

· Describes how public health sciences (e.g., biostatistics, epidemiology, environmental health sciences, health services administration, social and behavioral sciences, and public health informatics) are used in the delivery of the 10 Essential Public Health Services

· Adheres to organizational policies and procedures

· Incorporates ethical standards of practice (e.g., Public Health Code of Ethics) into all interactions with individuals, organizations, and communities

The above statements are intended to provide general guiding competencies and are not an exhaustive list.

EXAMPLES OF DUTIES

Essential Duties:

· Call contacts of newly diagnosed patients.

· Communicate with contacts in a professional and empathetic manner.

· Collect and record information on symptoms into the CRM)

· Provide contacts with approved information about Washtenaw County quarantine procedures, and if appropriate, refer them to testing according to protocol and/or to a COVID-19 Care Resource Coordinator for social resources.

· Contact Tracers will follow the training to inform contacts about the importance of quarantine and what to do if symptoms develop. They are not permitted to deviate from the training or provide information that is not included in the training.

· Maintain daily contact with supervisor.

The above statements are intended to describe the general nature and level of work being performed by employees assigned this classification.  They are not to be construed as an exhaustive list of all job duties performed by personnel so classified.

EMPLOYMENT QUALIFICATIONS

Knowledge, Skills, and Abilities:

· Ability to exhibit a professional, positive attitude and work ethic.

· Excellent interpersonal skills required and ability to interact professionally with culturally diverse individuals during a time of crisis and distress.

· Ability to show empathy to distressed individuals.

· Excellent organizational and communication skills.

· Ability to speak, read, and write English; Bi-lingual/Second language is desired

· Critical thinking and sound judgment required.

· Highly detail oriented, works well within a diverse team, demonstrates a high degree of initiative and flexibility, able to communicate effectively in a positive and professional manner, able to prioritize activities when under tight deadlines, and possesses analytical skills.

· Ability to handle confidential information with discretion and professionalism.

· Strong technical skills including word processing, spreadsheet development and management, and database management, with an emphasis on proficiency in Microsoft Office Suite.

· Washtenaw County Resident preferred and familiarity with Washtenaw County’s geography; cities/towns/locations required.

ADDITIONAL INFORMATION 

· The candidate selected for this position may be subject to a criminal background check.

· This experience can count as part of a practicum or applied practice experience requirements.

· Hours may include evenings and weekends.

· Contact Tracers will be required to use their own computer and electronic equipment and have access to a reliable high-speed internet.

LICENSES/CERTIFICATIONS

Possession of valid Michigan Vehicle Operator’s license or State issued identification card. 

PHYSICAL DEMANDS

Duties require use a computer, vision to read printed materials and a computer screen and hearing and speech sufficient to communicate over the telephone.  

These requirements may be accommodated for otherwise qualified individuals requiring and requesting such accommodations.

EDUCATION

· Possession of a high school diploma or equivalent is required. 


· Current student or graduate from a college of public health, medical science, college of nursing, or school of medicine, or related degree, are desirable.

EXPERIENCE

Minimum of one (6) months experience in public service or customer service preferred. 
This class description intends to identify the major duties and requirements of the job and should not be interpreted as all-inclusive.  Incumbents may be requested to perform job-related duties other than those outlined above and may be required to specific job-related knowledge for successful job performance.
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