
Board of County Commissioners 
Agenda Request 

Date of Meeting: February 20, 2024 

Date Submitted: February 12, 2024 

To: Honorable Chairman and Members of the Board 

From: Edward J. Dixon, County Administrator 

Subject: Approval of the Creation and Position Description for a County 
Health Care Coordinator 

Statement of Issue: 

This agenda item seeks approval of the creation and position description for a County 
Health Care Coordinator. 

Background: 

The County Administrator was asked to develop and bring before the Board a position 
description for Health Care Coordinator. The position of Health Care Coordinator plays a 
pivotal role in facilitating access to healthcare services and improving health outcomes 
within Gadsden County. This position involves coordinating various healthcare initiatives, 
programs, and resources to address the unique needs of the community. The Health Care 
Coordinator works closely with healthcare providers, community organizations, and 
government agencies to ensure the efficient delivery of healthcare services and promote 
wellness initiatives. 

Analysis: 

Staff has included the position description for Board review and approval.  

Fiscal Impact: 

There is no fiscal impact currently.   

Options:  

1. Approve the creation and position description for the Health Care Coordinator
position description.

2. Do not approve.

3. Board direction.
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County Administrator’s Recommendation: 

Option 1. 

Attachment: 

1. Health Care Coordinator Position Description 
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Gadsden County 
 Board of County Commissioners 
Position Description 

Position: Healthcare Coordinator Position Number: 0321 

Department: Administration Position Reports To: 0001 - County Mgr. 

Approved By: HR Approved Date: 

FSLA Status: Non-Exempt 

Incumbent: VACANT 
Position Supervises: (Indicate the position number and title of all positions supervised by this position.)

N/A 

Work Hours: Monday - Friday, 8am - 5pm 

SUMMARY 
The Health Care Coordinator plays a pivotal role in facilitating access to healthcare 
services and improving health outcomes within Gadsden County. This position involves 
coordinating various healthcare initiatives, programs, and resources to address the unique 
needs of the community. The Health Care Coordinator works closely with healthcare 
providers, community organizations, and government agencies to ensure the efficient 
delivery of healthcare services and promote wellness initiatives. 

ESSENTIAL DUTIES & RESPONSIBILITIES 
Coordination of Healthcare Services: Collaborate with healthcare providers, including 
hospitals, clinics, and practitioners, to coordinate healthcare services for residents of 
Gadsden County.  Serve as the Liaison for the Gadsden County Health Department and 
the Gadsden County Health Council. 

Community Outreach: Engage with community members to identify healthcare needs, 
raise awareness about available services, and promote health education initiatives. 

Resource Management: Manage resources, including funding, grants, and healthcare 
facilities, to optimize healthcare delivery and address gaps in service.  Manage all 
healthcare-related budgets, i.e. Indigent Care Funds. 

Patient Advocacy: Advocate for patients' rights and ensure they receive quality care by 
assisting with navigating the healthcare system, addressing barriers to access, and 
facilitating communication between patients and healthcare providers. 

Data Analysis and Reporting: Collect and analyze healthcare data to identify trends, 
assess the effectiveness of healthcare programs, and generate reports for stakeholders. 
Monitor programs funded by the Gadsden County Board of County Commissioners. 

Collaboration and Networking: Build and maintain relationships with healthcare 
stakeholders, community organizations, government agencies, and other relevant 
partners to foster collaboration and support healthcare initiatives. 
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Program Development: Assist in the development and implementation of healthcare 
programs and initiatives tailored to the specific needs of Gadsden County residents.  
Develop and implement the Opioid program.  
 
Health Promotion: Develop and implement strategies to promote preventive care, healthy 
lifestyle choices, and disease prevention within the community. 
 
 
SUPERVISORY RESPONSIBILITIES 
This position does not have any supervisory responsibilities. 
 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, 
and/or ability required.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
Additional Requirements: 
Valid driver's license and access to reliable transportation. 
Flexibility to work evenings and weekends as needed. 
Willingness to undergo background checks and comply with all relevant regulations and 
policies. 
 
 
 
EDUCATION AND/OR EXPERIENCE 
Bachelor's degree in public health, healthcare administration, social work, or a related field 
(Master's degree preferred).  Years of experience can subsitute for formal education or 
qualifications.  
Experience working in healthcare coordination, community health, or a related field. 
Knowledge of healthcare systems, resources, and regulations. 
Strong communication, interpersonal, and organizational skills. 
Ability to work collaboratively with diverse stakeholders and communities. 
Proficiency in data analysis and report writing. 
Commitment to promoting health equity and addressing healthcare disparities. 
 
 
KSA’s (Knowledge, Skills, and Abilities) 
• Ability to initiate and maintain positive working relationships with the health  
            council, the citizens of Gadsden County, and other organizations 
• Knowledge of some medical terminology required 
• Ability to communicate effectively before a group of individuals 
• Ability to multi-task and work independently 
• Knowledgeable of Microsoft Office Suite 
• Knowledgeable of HIPPA requirements and guidelines 
• Strong meeting and group facilitation skills 
• Strong critical thinking and analytical skills 
 
LANGUAGE SKILLS 
Ability to read, analyze, and interpret general business periodicals, professional journals, 
technical procedures, or governmental regulations.  Ability to write reports, business 
correspondence, and procedure manuals.  Ability to effectively present information and 
respond to questions from groups of managers, clients, customers, and the general public. 
 
REASONING ABILITY 
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Ability to solve practical problems and deal with a variety of concrete variables in situations 
where only limited standardization exists.  Ability to interpret a variety of instructions 
furnished in written, oral, diagram, or schedule form.  
 
CERTIFICATES, LICENSES, REGISTRATIONS 
Possession of a valid state of Florida driver's license with a favorable driving record. 
 
PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  Limited physical demands are required. 
 
WORK ENVIRONMENT 
Work is mostly performed in an office environment with frequent field work. 
 
This position description was reviewed and discussed with the incumbent:  Yes  No 
 
 
 
Incumbent’s Signature 

 
 
Date Signed 

 
 
Supervisor’s Signature 

 
 
Date Signed 

 
Revisions/Updates 

            
            
            
            

Rev. 02/2008 
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