
Job Opening 
NCDHD is seeking to employ a part-time 

Emergency Response Coordinator 
 

The North Central District Health Department (NCDHD), serving the towns of East Windsor, 
Ellington, Enfield, Stafford, Suffield, Vernon, Windham and Windsor Locks, with four offices, based 
in Enfield, and serving a population of 166,000 (the largest district in the state), is currently seeking 
to hire a part-time Emergency Response Coordinator. 
 

DESCRIPTION:  Plans and coordinates the Health Department response to public health 
emergencies; performs related duties as required. 
 

EXAMPLES OF DUTIES:    Updates public health emergency response plans for the North Central 
District Health Department pertaining primarily to natural disasters, disease outbreaks, and 
biological agents, but inclusive of other hazards. Participates in established municipal emergency 
planning committees and lends support to the process.  Maintains an updated list of emergency 
contacts and volunteers within the District’s communities for emergency response.  Prepares 
educational material for the general public and the community for individual and collective survival in 
an emergency.  Prepares or reviews technical and policy analyses and risk assessment studies.  
Coordinates volunteer and staff training as it relates to public health emergency response.  
Coordinates the recruitment and retention of medical and non-medical volunteers for service in the 
implementation of mass vaccination clinics or Point of Dispensing (POD) operations.  Responsible 
for budget and budget reporting. 
 
Additional Duties: Assists in the development of public health information for distribution.  Conducts 
presentations to various community and public groups on public health emergency response 
preparedness.  Participates in local, state, and regional emergency planning committees, attends 
meetings and seminars as required.  Coordinates and participates in the preparation and reporting 
of related grants. 

 

TYPICAL QUALIFICATIONS: The skills and knowledge required would generally be acquired with 
an undergraduate degree in public health, environmental science, police science, or closely related 
field.  Knowledge of public interaction of public health and health-related agencies, and emergency 
response sectors.  Knowledge of the use of community resources and the function of local health-
related agencies helpful.  Skilled in the use of a personal computer and related software programs, 
including Microsoft Word, Excel, PowerPoint and the like; ability to operate standard office 
equipment.  Skilled in data management, including ability to manage communication networks (i.e.; 
e-mail, blast fax, internet, etc.).  Skilled in oral and written communication and group presentations.  
Ability to take direction and work independently.  Ability to conduct research and measure project 
activity outcomes.  Ability to prioritize work assignments possessing good organization and 
coordination skills.  Ability to establish and maintain effective working relationships with staff, and 
the general public. Ability to meet the physical demands of the position including sitting and/or 
standing for extended periods of time transporting equipment weighing up to 50 pounds. 
 

SUPERVISED BY:    Receives supervision from the Director of Health or his designee. 
 

LICENSE OR CERTIFICATE:    Possession of a valid motor vehicle license. 
 

NOTE: At periods leading up to and during public health emergencies, there will be a twenty-four 
hour per day contact and response requirement.  The above is illustrative of tasks and 
responsibilities.  It is not meant to be all-inclusive of every task or responsibility. 
 

This is a grant funded, at will, position. 
 
Please forward a resume and letter of interest to the Director of Health, NCDHD at 31 North Main 
Street, P. O. Box 1222, Enfield, Connecticut 06083 or by e-mail to mpirro@ncdhd.org.  Please 
include your qualified references.  EOE - M/F 


