City of Chattanooga, TN

Classification Title:  Manager, Wellness and Safety

	Department: 
	Human Resources
	Pay Grade:
	23

	Supervision Received From:
	Director Risk Mgmt & Insurance
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	Wellness & Safety Staff
	Established:

Revision:
	12/09/11
07/01/13


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for managing the City’s Well Advantage Heath Center and monitoring vendor contracts for the wellness program and supervising the City’s occupational safety program.  Duties include:  coordination and implementation of health and safety programs to assure compliance with regulations and guidelines.  Work is performed with general direction.
SERIES LEVEL:

The Manager, Wellness and Safety is a standalone position.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Supervises staff to include: prioritizing and assigning work; conducting performance evaluations; ensuring staff are trained and follow policies and procedures; maintaining a healthy and safe working environment; and, making hiring, termination, and disciplinary recommendations.
· Manages and monitors contracts with vendors providing wellness programs and services for City employees which include but is not limited to the onsite pharmacy, primary and occupational clinics, lifestyle management, wellness rewards and the fitness center.
· Ensures that vendors meet contracted goals, objectives, performance clauses, and realized cost savings in primary and occupational care and the onsite pharmacy.
· Delivers City program changes or enhancements by working with the clinic provider to implement appropriate treatment.

· Develops and implements procedures for occupational claim review and DOT random drug testing in compliance with local, federal and state laws and applicable medical and legal standards.

· Increases utilization of wellness programs, services, and the fitness center; communicates services and programs of the overall wellness and safety programs which includes but is not limited to providing customer and personal services, needs assessment, meeting quality standards for services, and evaluation of customer satisfaction; maintains wellness and safety calendars; and cultivates and maintains a safe and healthy workforce.

· Supervises the City’s occupational safety program; ensures the implementation of program elements/training to review, evaluate, and analyze work environments and design programs and procedures to control, eliminate, and prevent disease or injury caused by chemical, physical, and biological agents or ergonomic factors; and enforces compliance with local and state laws and regulations including the TN Occupational Safety & Health Act.
· Represents the City and/or the Department at a variety of internal and/or external meetings, public events, training sessions, on committees, and/or other related events in order to receive and/or convey information.
· Communicates and collaborates with internal departments, external consultants, vendors, external agencies, regulatory officials, the general public, and/or other interested parties to coordinate work activities, exchange information, and resolve problems.
· Uses, carries, and answers their cell phone for business purposes as determined by the assigned job duties and the department head.

· Performs other duties as assigned.
MINIMUM QUALIFICATIONS:

Bachelor’s degree in exercise science, public health administration, recreational facilities management, sports and fitness administration or a related area; supplemented by five years of experience in the delivery and coordination of health or wellness programs and services to include experience in the areas of data collection, data analysis, determining and reporting of trends and findings; and experience in the use of spreadsheet, word processing, and desktop publishing computer software applications for communications, data analysis and reporting.  Must have some supervisory experience or training, the CPR/AED, first aid, and the OSHA 30 certifications.
LICENSING AND CERTIFICATIONS:
Obtain CPR/AED and First Aid Certifications required within six months of hire.

Obtain OSHA 30 certification required within 12 months of hire.

KNOWLEDGE AND SKILLS:  
Knowledge of managerial principles and practices; budgeting principles; wellness and safety programs principles and practices; resource allocation; computer software packages and their applications; arithmetic and statistics and their applications; applicable Federal, State, and Local laws, ordinances, codes, rules regulations, policies, and procedures; workers’ compensation principles; training and instruction techniques; the structure and content of the English language including the meaning and spelling of works, rules of composition, and grammar; customer service principles; laws and government regulations; preventive health-care measures; privacy as applied to health information privacy regulations; treatment alternatives; arithmetic, statistics and their applications; communication and dissemination techniques and methods including alternative ways to inform via written, oral and visual media.
Skill in managing contracts and projects; providing customer and personal services which includes needs assessment, meeting quality standards for services, and evaluation of customer satisfaction; interpreting and applying applicable laws, ordinances, codes, rules regulations, policies, and procedures; developing and facilitating training sessions; developing and monitoring budgets; planning and coordinating wellness and safety management programs and plans; evaluating, auditing, deducing, and assessing data utilizing established criteria; anticipating problems and developing alternative strategies; interpreting a variety of technical information and contracts; performing mathematical calculations; analyzing data and information; drawing accurate conclusions from financial and numerical material; in using a computer and related software applications; preparing a variety of reports and related business documents; and communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS
Positions in this class typically require reaching, standing, walking, , fingering, grasping, feeling, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:
Safety Sensitive:  N
Department of Transportation - CDL: N
Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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