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Our company is growing rapidly and is looking for a public health. Thank you in
advance for taking a look at the list of responsibilities and qualifications. We look
forward to reviewing your resume.

Responsibilities for public health

* Assist project leads to maintain project websites

e Assist project leads to disseminate research through a range of written and
electronic formats

e Support data collection activities with stakeholders, community-based
organizations and individual study participants

e Perform literature searches and synthesize findings as they relate to specific
projects or proposals

o Assist with and support quantitative and/or qualitative data analyses

o Assist with writing of sections of reports and proposals sections

o Coordinate, initiate, prepare, process, and/or monitor various administrative,
financial and operations forms, records, reports, schedules, and other
documents, ensuring timely and accurate completion of documents by other
department/University students, faculty or staff, or individuals outside the
University system

e Organize and maintain various departmental files and records, frequently
involving cross filing and cross-referencing systems

e Compile a variety of information from both manual and computerized records
and files for regular and special reports and in response to specific requests
by supervisor or other staff members

e Prepare/coordinate bulk or other special departmental mailings

Qualifications for public health



Working knowledge of personal computers within a Windows environment,
with e-mail, Microsoft Word, Lotus Notes, Excel and Power Point

Self motivated and possesses excellent interpersonal skills

Capable of effectively communicating with and training crew, staff,
employees and managers at all levels, both verbally and in writing

Ability to define problems, collect data, establish facts, draw conclusions and
develop corrective action plans

Ability to write reports, business correspondence, emails, procedural policies
and manuals



