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MOBILE HEALTH FAIR MINISTRY

TEAM SUPERVISOR POSITION DESCRIPTION
2012
1911 Indianwood Circle

Suite B

Maumee, OH 43537

419/704-4041
**Applications must be received at the Synod office by April 2, 2012**

The supervisor is expected to do what is needed to ensure that each health fair runs smoothly; advocate for the team members; and conduct him/herself in a professional manner as a representative of the Synod of the Covenant and one of its ministries.  

Term of employment is from the first day of training until staff debriefing (June 14, 2012 through August 15, 2012).                                     Salary is $4,800.00
In relation to the Mobile Health Fair Coordinator the Team Supervisor is expected to complete the following responsibilities and any other as assigned by the Coordinator:

1. Weekly Inventory Report jointly with the team; assigning sections to each team member
2. Daily Fair Reports with input from the team; given to MHF coordinator on weekly basis
3. Ensure that team is complying with screening procedures at all times & provide additional training, if necessary (team members will assist)
4. Drive and maintain the Mobile Health Fair vehicle with others on the team
5. Weekly Petty Cash Report; Supervisor is to control the cash and credit card at all times – all receipts must be turned into bookkeeper or Supervisor will be responsible for amounts charged
6. Ensure that registration forms and CODA forms are completed accurately and collected at the end of each fair; these are to be given to MHF coordinator on a weekly basis (team will help with this)
7. Communicate all concerns, decisions (out of the norm), van repairs necessary, or emergencies in a timely manner to the Synod MHF coordinator.
In relation to the Mobile Health Fair Team Members the Team Supervisor is expected to complete the following responsibilities and any other as assigned by the Coordinator:

1. Provide an excellent example of professionalism to the MHF team
2. Duty assignment for Fair Responsibilities (can designate duty to a competent team member)
3. Daily duty assignment for Behind the Scenes Responsibilities (as above)
4. Manage and continue training the MHF team as needed
5. Weekly Team Member Performance Review in the form of discussions
6. Support and advocate for the  MHF Team

7. Make sure that Team has adequate sleeping, shower and eating arrangements.

In relation to the Health Fairs the Team Supervisor is expected to complete the following responsibilities and any other as identified by the Team Supervisor or assigned by the Coordinator: (team members will help with all of these items)
1. Arrive early enough to assess site for:

a. Target population

b. Site coordinator/volunteers

c. Layout of fair

d. Content of fair

e. Assignment of volunteers

f. Punctuality *must have team at each site at predetermined time as given by the MHF coordinator** call site contact if unable to meet predetermined time!
2. Inform Team Members of layout and content (if all team members not assisting with set-up)
3. Ensure proper and timely set-up of all stations (with assistance of team & volunteers)
4. See that all volunteers have been assigned and trained (with help of team)
5. See that registration is set-up and duties clearly understood by volunteers
6. See that the Doctor/Nurse is introduced to the team; set-up in location; and set-up with procedures.

7. Same as #6 for the Dentist/Dental Hygienist and any other professionals, if present.
8. Manage and train, as needed, members of the Incoming Team.

9. Assign Fair duties to Incoming Team prior to beginning of each fair.

10. Be available to assist team members, site coordinators etc. but keeping in mind that some fairs are busy therefore requiring you to operate a station (may need to spell off team for meals/breaks etc.)
11.  Determine start and end of every fair.

12. Make certain daily that the medical records conform to CLIA and CODA standards.

13. Ensure that proper procedures are followed with all screenings as per standards and procedures taught during training.

14. Ensure proper maintenance and storage of all equipment

In relation to self the Team Supervisor is expected to:

1. Take time when needed, and appropriate to meet personal needs.

2. Keep a daily journal of anecdotes that illustrate how Health Fairs serve the needs of the people and how the events affect self, team members and volunteers.
Supervisory Responsibilities:

     Supervise 5 MHF Team members.

Continue training of screening procedures and all other materials as needed.

Monitor the emotional needs of the Team and tend to the issues with empathy and diplomacy.

Evaluation:

Of the Supervisor will be made, officially, at the end of the season by both the MHF Coordinator and the MHF Team members.

Evaluations may be made verbally upon observation by the MHF Coordinator

Minimum Qualifications:


Leadership experience and Organizational skills

Strong desire to serve people in need


Experience working in a group setting/Ability to work well with others in a group
Desired Qualifications:


Ability to speak some Spanish


Experience in a medical setting

Travel and Contact with the public:  Travel will be throughout Ohio and Michigan for a period of eight weeks.  There will be constant contact with the public.  This is an ecumenical ministry.
Workplace: Travel will be on the road in the MHF vehicle and various locations of sites.  Training will be provided by the Synod Office.

Physical Expectations:
1. Lift 50 pounds- load and unload van for each fair
2. Stand for long periods of time

3. Sleep in various locations
4. Consume foods prepared by others

Accepted ________________________



Date ______________
