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Wellness Coordinator
Action for Children

The Wellness Coordinator works with the United Way of Central Ohio as a team member on the Columbus Kids project.  The Columbus Kids project is designed to ensure that all three and four year old children who will enter kindergarten in the Columbus City School district are identified, screened, referred for intervention services and monitored over time.  The goal is to prepare these children for kindergarten success.
Major Responsibilities include:
· Establish a relationship with early care and education center staff and home providers in assigned zone and visit those centers and homes on a regular basis. 
· Check the database and the child’s age for eligibility before beginning learning checkup process.

· Review scores of completed ASQ and ASQ-SE forms and provide written results for parents/guardians of children who need additional follow-up.

· Schedule meetings with parents/guardians and/or home providers to review results of the ASQ and ASQ-SE. The meetings should be scheduled during a time and at a location that is convenient for the families. The Wellness Coordinator should make three attempts to contact the parent for the referral/follow-up meeting and should record each contact in the CK database.  

 

· Provide referral information, Born Learning materials and CK activity packets/kits to parents/guardians, and Wellness Coordinator with the parents will jointly formulate a follow-up plan with the families.

· Assist parents/guardians, as needed, in making contact with the service providers, organizations, and community resources to which referrals have been made.

· Follow policies as outlined in the CK Policies and Procedures Manual.

· Maintain contact with parents/guardians and attempt to locate them if they move or leave the Initiative. The Wellness Coordinator should make three attempts to contact the parent for the follow-up meeting and should record each contact in the CK database. 

· Enter documentation regarding all contacts and attempts in the CK database as outlined in the CK policies and procedures. Complete all required documentation (reports, case notes, etc.) in a timely and accurate manner. Documentation includes:  demographic information form; release of information; ASQ & ASQ-SE tools; gift card receipts; record contacts/attempts for wellness visits in database; learning checkup screening results; referral/monitoring notes; weekly caseload report; and center visit reports.

· Assist with outreach efforts such as participating in learning checkup events at outreach sites or providing informational sessions for parent/guardian groups.  

· Participate in evening or weekend outreach events as scheduled throughout the community and approved by Zone Manager to conduct learning checkups on a quarterly basis. 

· Attain the following monthly goals:

· Make at least three attempts per child to discuss ASQ results with parents/guardians, per monthly wellness caseload, per month as needed.

· Visit each participating early learning center, within assigned zone to observe the child in educational setting and provide support for teachers to address areas of concern according to ASQ results.

· Submit one written success story monthly to Wellness Coordinator’s zone manager that includes a personal story of a child and/or family that has been impacted by the Initiative.

· Submit weekly activity logs to CK management.

· Assist with miscellaneous office work as needed and as schedule allows at UWCO.

· Follow through with hotlines/website referrals as provided to the Wellness Coordinator’s zone manager per appropriate zone.

· Represent the Initiative in a professional manner to the community.

· Attend various Columbus Kids meetings and events, team meetings and all-staff meetings at Action for Children 

Skills/Experience/Qualifications:
· Bachelors degree in early childhood education, child development or social work/related field with at least one year of experience in a social services/community services environment
· Prior experience in an early learning setting strongly preferred

· Knowledge of local social services resources and familiarity with specific issues related to the needs of young children and families

· Ability to build and sustain productive relationships with diverse individuals, groups, organizations and communities

· Demonstrated ability to manage time – attentive to deadlines and willingness to communicate effectively when schedule changes are required

· Excellent communication skills – written, verbal and presentational – ability to sell, explain, educate and persuade

· Self-directed – position requires reliability, consistence and follow-through

· Computer literate – must have working knowledge of word processing and spreadsheet applications

· Bilingual abilities a plus

· Must have valid driver’s license and adequate car insurance coverage

· Must have reliable transportation as position requires ability to work in multiple geographic locations
· Must show an appreciation for and commitment to diversity

· Must have flexibility to work occasional evenings and weekends, as events schedule dictates

This is a full time position. Interested individuals should send resumes to Human Resources, Action for Children, 78 Jefferson Ave. Columbus, OH  43215 or to jobs@actionforchildren.org   - No phone calls, please.

Equal Opportunity Employer
