
Sample job description – health department  

COVID-19 Health Educator (HSC 3) Project – Multiple Positions  

There are two (2) Health Educator positions that will support the Enhanced Influenza Coverage and 

COVID-19 vaccine promotion work. They will manage health promotion aspects of the flu vaccine 

promotion grant. These positions will help to develop and test educational materials and contribute to 

planning and implementing health promotion interventions. They will also help manage media and social 

marketing campaigns or contracts related to flu vaccine uptake. 

(NCHEC Areas of Responsibility: Area I-Assessment of Needs and Capacity, Area II—Planning, Area 

III—Implementation, Area VI—Communications, Area VII—Leadership and Management) 

Duties include: 

 Plan and administer the health promotion and communication needs of the Office of 

Immunization and Child Profile’s Enhanced Influenza Coverage and COVID-19 vaccine response 

project. (NCHEC Areas of Responsibility:  Area I-Assessment of Needs and Capacity. 

Competency 1.1 Plan Assessment; Area II—Planning. Competencies 2.3 Determine health 

education and promotion interventions, 2.4 Develop plans and materials for implementation and 

evaluations.; Area III—Implementation. Competency 3.2 Deliver health education and promotion 

interventions; Area VI—Communications. Competencies 6.3 Deliver messages using 

communication theories and/or models, 6.5 Deliver the messages effectively using the identified 

media and strategies) 

 Draft project time frames, budget, deliverables, and staff assigned. (NCHEC Areas of 

Responsibility VII—Leadership and Management.  Competency 7.4 Manage fiduciary and 

material resources) 

 Manage project planning: plan and facilitate meetings, take meeting notes or designate a note-

taker, follow up on work and deadline assignments. (NCHEC Areas of Responsibility:  Area II—

Planning.  Competencies 2.3 Determine health education and promotion interventions, 2.4 

Develop plans and materials for implementation and evaluations) 

 Coordinate and monitor contractor activities pertaining to statewide flu vaccination education and 

promotion activities. (NCHEC Areas of Responsibility VII—Leadership and Management. 

Competency 7.1 Coordinate relationships with partners and stakeholders) 

 Develop and maintain flu education materials for multiple target audiences to ensure materials are 

accurate and current.  (NCHEC Areas of Responsibility:  Area II—Planning.  Competencies 2.3 

Determine health education and promotion interventions, 2.4 Develop plans and materials for 

implementation and evaluations) 

 Prepare and plan how to cross-promote influenza vaccine and COVID-19 vaccine. (NCHEC 

Areas of Responsibility:  Area VI—Communications. Competencies 6.3 Deliver messages using 

communication theories and/or models, 6.5 Deliver the messages effectively using the identified 

media and strategies) 

 Develop communication and education products during a public health emergency and quickly 

respond to requests for information from internal and external partners. (NCHEC Areas of 

Responsibility:  Area VI—Communications.  Competencies 6.3 Deliver messages using 

communication theories and/or models, 6.5 Deliver the messages effectively using the identified 

media and strategies) 

There are two (2) Health Educator positions that will support and manage COVID-19 response health 

promotion and education projects. The positions function as a consultant by providing coaching and 



recommendations to staff. The incumbents will create or provide technical assistance in the development 

and testing of COVID-19 educational materials and the planning, implementing and evaluating of health 

promotion interventions. 

(NCHEC Areas of Responsibility: Area I-Assessment of Needs and Capacity, Area II—Planning, Area 

III—Implementation, Area V-Advocacy, Area VI—Communications, Area VII—Leadership and 

Management) 

Duties include: 

 Serve as a health educator by planning, administering, implementing, and evaluating health 

promotion programs and campaigns. (NCHEC Areas of Responsibility:  Area I-Assessment of 

Needs and Capacity. Competency 1.1 Plan Assessment; Area II—Planning. Competencies 2.3 

Determine health education and promotion interventions, 2.4 Develop plans and materials for 

implementation and evaluations.; Area III—Implementation. Competency 3.2 Deliver health 

education and promotion interventions, Competency 3.3 Monitor implementation) 

 Conduct intake meetings and consultations with customer program staff, including negotiating 

scope of work. (NCHEC Areas of Responsibility VII—Leadership and Management. 

Competency 7.1 Coordinate relationships with partners and stakeholders) 

 Draft proposals, which include time frames, budget, deliverables, and staff assigned. (NCHEC 

Areas of Responsibility VII—Leadership and Management. Competency 7.4 Manage fiduciary 

and material resources) 

 Research and analyze health issues, affected populations, health education theory, and best 

practices for effective program strategies and interventions. (NCHEC Areas of Responsibility 

Area V—Advocacy.  Competency 5.1 Identify a current or emerging health issue requiring 

policy, systems, or environmental change) 

 Write and edit educational materials, reports, and other strategic documents; frame materials 

appropriately for intended attitude, behavior, and knowledge change in priority audience. 

(NCHEC Areas of Responsibility:  Area VI—Communications.  Competencies 6.3 Deliver 

messages using communication theories and/or models, 6.5 Deliver the messages effectively 

using the identified media and strategies) 

 Conduct surveys and/or assessments and present results in oral and written formats. 

 (NCHEC Areas of Responsibility:  Area III—Implementation. Competency 3.2 Deliver health 

education and promotion interventions) 

 Assist with emergency response activities assigned during a public health emergency. (NCHEC 

Areas of Responsibility:  Area III—Implementation. Competency 3.2 Deliver health education 

and promotion interventions) 

Required Qualifications 

•Option 1: Five (5) or more years of experience developing, managing, or consulting in health education 

or health promotion. 

•Option 2: A Bachelor’s degree or higher in public health, health education or promotion, 

communications/public relations, or an allied field; AND three (3) or more years of experience 

developing, managing, or consulting in health education or health promotion. 

AND 

•Demonstrated experience serving as a team or project lead that included developing work plans, setting 

goals and direction for work, and coordinating work among team members. 



Desired Qualifications   

•A Master’s degree in public health, health education or promotion, public administration, 

communications/public relations, or an allied field. 

•CHES (Certified Health Education Specialist) or MCHES (Master Certified Health Education Specialist) 

certification. 

•FEMA National Incident Management System trainings. 

•Demonstrated proficiency effectively speaking, writing, and translating in a language other than English. 


