SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: EMPLOYEE WELLNESS SPECIALIST

BASIC FUNCTION:

Under the direction of the Director I-Workforce and Organizational Development, coordinate,
plan, organize and evaluate an employee wellness program including enhancement of health and
the prevention of disease and disability; assist departments in conducting health-related training
as requested; develop and implement program goals and objectives; coordinate projects and
special events as assigned; provide direction to wellness champions.

REPRESENTATIVE DUTIES:
ESSENTIAL DUTIES:

Plan, develop, coordinate and evaluate a comprehensive employee wellness program directed
~toward reducing health risks  and improving health" status; develop the wellness program -

infrastructure; heighten the awareness of the factors that can affect health and:- longevity, i

encouraging employees to take increased responsibility for their health behavmrs exemphfy a..
hfestyle that reﬁects healthy aet1v1t1es exercise: and good nutrition. i C

Coordmate actwmes Wlth mtemal comm1ttees and department teams develop partnersmps WIth SR TRRC
= external agen<:1es and resources; provide edueanonal health presentatmns and trammg programs RTINS

: .Develop promohon and pubheny plans for the wellness program. throughout the County Ofﬁce. R

:+-of Education; prepare news releases and articles.on health topics and develop. information. for

newsletters and other: publleanons coordlnate health fairs, health screenings and Vanous health-,.::

. relatedworkshops v . T o ST BT o ke e

Provide direction ‘to ‘wellness champions; compile statistical summaries of participant:and .

. wellness champions activity data, ‘class attendance ‘and equipment inventories to ensure. proper; Lol

- detailed program evaluation; assure customer sat1sfactxon of pro gram activities.

Ass1st staff to complete health assessment plans to determme health and wellness needs :

assemble data from a variety of sources for use in assessment and planning of health .education . -

and wellness programs; conduct needs and interest surveys; consult with community -agencies, -
advisory groups, task forces and the medical community to coordinate, advise and advance
public health education program purposes and practices.

Assist with program budget development and transactions; monitor monthiy expenditures.

Serve as a member of and participate in the activities of the Health Care Cost Containment
Committee; make presentations at leadership meetings as directed.

Analyze, interpret, and report research findings and recommendations; ensure the timely
compietion of assigned projects.

Operate a computer and assigned software; operate standard office equipment; drive a vehicle to
varlous sites to conduct work.

Santa Clara County é Office of Education



Employee Wellness Specialist - continued Page 2

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Public health core functions and public health processes including assessment, development,
assurances and evaluations.

Public health topics.

Project management skills, tools and techniques to move strategies from conceptual stage to -
planning and execution phases.

Budget monitoring and control.

Oral and written communication skills.

Interpersonal skills including tact, patience and courtesy.

Operation of a computer and. assigned'software. S e N
'Pubhc speakmg techmques e : ST Hueree A

ABILITYTO R : . iy
Coordinate, plan, orgamze and evaluate an emponee welIness program 1nciud1ng enhancement
of health and the prevention of disease and disability. - -~ - : : ST S s

ol Assist departmentsin-conducting health-related. tralmng as: requested
++. Develop and implement progrant geals and objectives:: ETa
.+ Coordinate projects and special events as a351gned
.+ Provide direction to-wellness.champions; - ' s
. Serve:as-ashealthy role: model for: empioyees exemphfymg a hfestyie that reﬂects hea}thy: e
2w -behavior; wellness and-good nutrition. . . ‘ ; G HERT ::
- Operate’a:computer and standard office equrpment .
Facilitate meetings and prepare information to present to groups
v+ Collect; assemble and analyze data, preparing reports; and monitoring progress
-t Modify.systems, procedures and programs within-area-of responsibility. - e
. .-Establish and maintain cooperative and effective- worklng relatlonshlps Wlth others
. Plan and organize work. :
Meet schedules and timelines. :
: Prepare and maintain records and reports related to assrgned act1v1tres

EDUCATION AND EXPERIENCE‘ '

Any combination equivalent to: bachelor’s degree in health education, health promotion,
nutrition, physical education or related field and three years of related experience.

LICENSES AND OTHER REQUIREMENTS:

M P O A srawrman? o Bl e
Valid California driver’s HCEnSE.
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WORKING CONDITIONS:
ENVIRONMENT:

Office environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Hearing and speaking to exchange information and make presentations.
Seeing to read a variety of materials.

Dexterity of hands and fingers to operate a computer keyboard.
Bending at the waist, kneeling or crouching.

Reaching overhead, above the shoulder and horizontally.
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