JOB OPENING

Job Title: Health Services Advocate
Hours: 36 hours/week during the school year - summer varies; 52 weeks per year
Closes: 5:00 pm, Tuesday, July 21, 2026

Department: NMCDC

Location: Job is located at 2229 5" Avenue
Please turn in applications at the front desk.

District 4 HRDC currently has a job opening for a Health Services Advocate. For more information please contact
Administrative Officer Amaya Bliwernitz, bliwernitza@hrdc4.org, 406-265-6743 x.1122

POSITION SUMMARY: To utilize Child Plus Computer Software to assist in the organization of health services to
assist in the administration of medical. dental, and nutrition services; and to maintain altendance and food
production records. To provide case management and advocacy to NMCDC families.

Wage: $17.90 per hour
Hours: 36 hours per week during the school year — summer varies

Benefits Available: Health, Vision and Dental Insurance; Annual, Sick and Personal Days; Simple IRA and 12 paid
nolidays off per year

Who should apply for this position: Anyone with a high school dipioma or equivalent (GED or HSE) with one-
year office experience or one-year experience in an Early Childhood Education program preferred. Must also
possess a valid Montana driver's license and vehicle fiability insurance, must have a good driving record and meel
insurability requirements for agency automobile insurance policy.

Application Deadline: 5:00pm, Tuesday, July 21, 2026

To Apply, Submit the Following:

1. Letter of interest stating your qualifications for the position and why you are interested in working for
HRDC
Current resume

(I

Signed job description

Applications should be submittad to Amaya Bliwernitz, HRDC Administrative Officer, 2229 5th Ave. Havre, MT
59501

Incomplete application packets will not be considered. Contact Amaya Bliwernitz with any questions regarding
the application process, 406-265-6743 extension 1122



DISTRICT 4 HUMAN RESOURCES DEVELOPMENT COUNCIL

JOB DESCRIPTION
TITLE: Health Services Advocate SUPERVISOR: Health and Nutrition Manager
PROBATIONARY PERIOD: 1 year SUPERVISES: Nohe

EMPLOYMENT HOURS: 36 hours per week during WEEKS PER YEAR: 52 weeks per year

school year; hours vary during summer

Grade: 12

Starting Wage: $ 17.90

POSITION SUMMARY: To utilize Child Plus Computer Software to assist in the organization of health
services to assist in the administration of medical, dental, and nutrition services; and to maintain attendance
and food production records. To provide case management and advocacy to NMCDC families.

MAJOR RESPONSIBILITIES:
1. Provide case management and compulterize health records in the following areas:

Assist families of enrolled children to assume responsibility for their health care by helping to
link them to a medical home in order to ensure completion of exams and treatment.

Obtain health information from a variety of sources including but not limited to the WIC office,
the Health Department and medical records from Health Providers using HIPPA and Signed
Consents for Exchange of Information.

Maintain a positive and professional working relationship with all partnering organizations
such as clinics, hospitals, doctors, dentists, health departments, QL.C, Bear Paw Co-op,
Havre Public Schools, etc....

Monitor incoming health records for potential health problems and report these to the Heaith
Services Manager for follow-up care.

Maintain and update individual health records of NMCDC children and prenatal mothers:
organize hard copy records into central filing system; utilize Child Plus Software to post and
monitor all health data and treatment tracking.

Compile and distribute Child Plus Health Reports to Health Services Manager; distribute
class lists, list of children with allergies/ or special needs, all emergency contacts, and
permission for child release to focus area managers, teachers, and bus drivers..

Pay high attention to detail on an occasional basis to track and record CACFP meals; figure
meals eaten at each NMCDC site, file and maintain all Child and Adult Food Care Program
{CACFP) records, file CACFP food reimbursement on line at their website.

Pay high attention to detail on an occasional basis to collect and post all monthly attendance,
enter and monitor attendance into Child Plus attendance module and notify Family Services
staff of attendance issues.

Collaborate with Family Services staff to ensure health requirements are met for children on
waiting list.

Participated in staffings, home visit's, and conferences as requested.

Prepare health records for transfer to parents and next school system upon request.

2. Administer first aid as needed, determine health status of children upon request, contact and
advise parents as necessary, per sick child policy and procedure.
3. Arrange for/conduct monthly fire and safety drills.

ADDITIONAL RESPONSIBILITIES:

1. Assist with the accomplishment of the goals, policies, and activities designed to implement
objectives and performance standards throughout the program.
2. Assist with health screenings and record results (i.e., heights, weights, vision, hearing, etc.
3. Aftend in-service and training in line with the position.
4. Collaborate with other groups, organizations, and agencies that provide health care and nutrition,
and attend and assist in providing health, dental, and nutrition training as necessary.
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Attend and participate in Medical Advisory Board meeting.

Fill out CACFP application annually with input from Health and Nutrition Manager, Director,
Financial Officer and Executive Director, for continued sponsorship

Participate in annual CACFP Directors Training

Must receive at least 16 hours of professional development per year

Other duties as assigned by supervisor.

MINIMUM QUALIFICATIONS:
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High school diploma or high school equivalency with one year office experience or one year
experience in an Early Childhood Education program preferred.

Experience in Early Childhood Education program preferred.
Knowledge of medical terminology preferred.

Knowledge of Child and Adult Food Program preferred.

Must have good computer skills and be willing to learn job related data entry computer
programs.

Become proficient in the program’s Child Plus data entry system within 6 months of hire.

Must possess a vaiid Montana driver’s license and vehicle liability insurance, must have a good
driving record and meet insurability requirements for agency automobile insurance policy.

SKILLS, ABILITIES AND OTHER REQUIREMENTS:
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Pay high attention to detail on a frequent basis to keep accurate, complete, and thorough records.
Able to travel regutarly in service area and occasionally out of the area for training and to transport
children and families to health-related appointments.
Must be able to work independently and as a team member, take initiative, and problem solve.
Quialify to work in a child care center by DPHHS-QAD Child Care Licensing upon submission of all
required documentation.

a. Current immunizations

i. Annual Flu Shot
i. MMR
jii. TDap
b. Satisfactory state and federal criminal background check, Child Protective Services Check,
Sex offender registry check, and driving check.
¢. Possess First Aid/CPR/AED certificate or obtain at earliest opportunity
d. Must obtain a physical exam that clears applicant of all communicable diseases as soon as
possible.

Willingness to use own vehicle as needed in the performance of job duties.
Must possess a valid Montana driver's license and vehicle liability insurance, must have a good
driving record and meet insurability requirements for agency automobile insurance policy
Must have excellent verbal and written communication skills.
Ability to communicate effectively with diverse cultural and socio-economic groups.
Must be able to maintain confidentiality concerning staff and clients.

. Must be able to work positively with children ages 0-5.
. Able and willing to work with children and adults in a flexible schedule that may include some

evening and weekend hours.

Demonstrate a commitment to the mission of the Agency, present thoughtful recommendations
and resolutions as a client’s advocate; and always display integrity, honest interaction, and
professional excellence.

Ability to work independently and with minimal supervision.
At all times demonstrate cooperative behavior with colleagues and supervisors.

Requires a willingness to work with people of all income levels with diversified backgrounds,
including people in need of Agency services, State officials, business people, and community
leaders.
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16. Work well under pressure, meet multiple and sometimes competing deadlines. At all times
demonstrate cooperative behavior with colleagues and supervisors.

WORKING/ENVIRONMENTAIL CONDITIONS:
1. Requires significant physical effort to lift and carry between 5 and 60 pounds on an intermittent

basis.

2. Required to participate in all children's activities such as crawling or playing on the floor, walking,
running, skipping, jumping, and climbing inside the classrooms and in the outside play area.

3. Required to sit infat furniture designed to place staff at the child's level for extended periods of

time.
4. Able to carry out visits in enrolled family's homes that may not be ADA compliant or accessible.

EMPLOYEE SIGNATURE: DATE:
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