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Tri-County Community Action Partnership 
Position Description 

 

Position Title: Health and Nutrition Coordinator 

Department: Head Start Status: Full-time/Non-Exempt 

Pay Grade: Grade 7/ non-union Location: Brainerd 

Position Reports to: Health and Nutrition Manager 

Mission Statement 
“TCC engages the entire community to listen to and partner with low-income individuals and families to expand their 
opportunities to move out of economic poverty and towards prosperity.” 

 

Summary 
Provides early childhood health/nutrition services and education to the children and families we serve.  Assist in monitoring and 
implementation of comprehensive health, dental, environmental safety and nutrition programs for children and their families.  

 

Primary Duties - All TCCAP staff are required to actively recruit families for agency programs. 

Collect, track, and monitor all health screenings, assessments and follow up in accordance with Federal, State and 
Local requirements. 

• Assist with obtaining health requirements.   

• Provide monthly health and safety site checks as needed. 

• Scan and record health documents into the data tracking system.  

• Participate in Health Screening as requested. 

• Review health reports and ensure any needed follow up occurs in a timely manner.   

• Assist with generating, training and implementation of Individualized Care Program Plans. 

• Distribute health and nutrition materials. 

• Conducts CACFP monitoring visits and provide any corrective action plans as needed. 

• Collects and maintains documentation of food production records, site menus and CACFP reimbursement documents.  

• Keeps the Health/Nutrition Manager informed on timely basis of personnel successes and challenges, particularly as regards 
to health and nutrition. 

 

Train staff and parents on a variety of topics to ensure program standards are met. 

• Assist with training of staff and parents on CPR/First Aide. 

• Assist in the preparation of training materials as requested. 
• Assist with providing annual training for staff as needed.    
• Provide support for families and staff who have health and nutrition concerns.  

 

Participating in Agency and Community meetings as assigned 

• Provide support for the Health/Mental Health Services Advisory Committee by sending out invitations and taking minutes.  

• Participate in community committees or special projects as assigned. 

• Publicize the activities of the organization, its programs, mission and goals as appropriate. 

• Work cooperatively with other team members and demonstrate a strong ability to contribute to a positive work 

environment. 

• Perform other duties as assigned. 
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Qualifications 

• Associates or Vocational degree from a Board of Nursing approved LPN program 

• Experience working with a culturally and economically diverse population and experience in child and family health 
and nutrition preferred. 

• CPR/First Aid certified preferred. 
• Will obtain Certified Food Manager Certification within 1 year of being hired. 

 
Physical Requirements 

• This position includes light to medium physical work, with occasional lifting/carrying of objects weighting up to 50 pounds 

• Hear, speak, and effectively communicate, verbally & in writing, in the English language, including following oral and written 
instructions. 

• Must be adaptable to a variety of environments and community settings 
• Sit for extended periods of time and perform work in a traditional office setting. 
• Stand and walk around the organization and client homes repeatedly throughout the day. 

• Apply manual dexterity, visual acuity and ability for computer keyboarding, office equipment uses, reviewing detailed 
reports, information, and fine print. 

• A valid driver’s license and proof of current car insurance when using a personal vehicle for company business. 
 

This job description does not necessarily list all the functions or accountabilities of the job. Employees may be asked by management 

to perform additional duties and tasks. Management reserves the right to revise and update job descriptions at any time. 

I have read and understand this description of my position. 
 
 

 

Employee Signature Date 


