TOWN OF WENHAM

Position Description

FLSA:  Non-Exempt 

(Last amended 12.08.2015)
Position Title:   Assistant Health Agent     
                      
Reports To:
Board of Health/ Health Agent
Status: Part-Time, Stipend 
GENERAL SUMMARY:

Under the general direction of the Board of Health and Health Agent, performs all routine and as needed inspections of food service establishments, recreational camps, and pools, as assigned. This position shall also manage inspections and processing for all housing complaints as required. The Assistant Health Agent will report to Board of Health at meetings as needed and will file all paperwork in the Permitting Office. 
ESSENTIAL JOB FUNCTIONS:
· Perform all inspections and inspectional forms for food service establishments as required for full time and temporary establishments.
· Perform all inspections of recreation sites, including pools and camps on a timely basis.
· Schedule inspections and provide a log of working hours to the Permitting Office for filing with the Board of Health.

· Provide all paperwork to the Permitting Office for processing and filing. 
· Answer queries regarding housing complaints, addressing concerns, and conducting housing inspections as needed.

OTHER DUTIES AND RESPONSIBILITIES:

· Support Board of Health functions when Health Agent is not available.
· Maintain certifications required for food, pool, camp, and housing inspections.
· Make recommendations to the Board of Health on regulation amendments and additions, attending Board meetings as required.
SKILLS/EXPERIENCE/TRAINING REQUIRED:

· Experience with regulatory enforcement of MA public health code, including municipal inspections, required

· Sanitarian certification required
SUPERVISORY RESPONSIBILITIES

None.
WORKING CONDITIONS AND PHYSICAL DEMANDS:

Agent will be required to conduct field inspections and site visits. When in the field, work is conducted under varied conditions with some exposure to inclement weather and the hazards associated with construction sites. Incumbent may be required to work beyond normal business hours.
(This job description does not constitute an employment agreement between the employer and employee. It is used as a guide for personnel actions and is subject to change by the employer as the needs of the employer and requirements of the job change.)
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