
HEALTH CENTER SPECIALIST 
 

Definition 
Supervised by the school site Principal, the Health Center Specialist will inform and engage parents 
and community in health related concerns, with a primary focus on linking parents to available health 
insurance for students.   Under the direction of the Student Services Administrator, the Health Center 
Specialist will meet with parents, and provide application completion assistance, education, and 
occasional transportation to increase access to services at the School Based Health Center (SBHC).  
The Health Center Specialist is responsible for networking with outside agencies to enhance health 
services available to families of the school district.  
 
Essential Duties  
1.  Prepare correspondence, forms, and documents, particularly applications for Healthy Families 

Insurance benefits or other appropriate insurance;  
2.  Maintain records required by policy, regulation, and good office practice;  
3.  Develop and follow procedures for case selection and referrals; 
4.  Explain the referral process to create better understanding of health care systems; 
5.  Increase awareness of health related resources available to KCUSD families; 
6.  Serve as a health services liaison between school and home; 
7.  Assist with coordinating transportation services for sick or injured students with their parents, to  
     the SBHC; 
8.  Be a knowledgeable resource for families of the Kings Canyon Unified School District;  
9.  Facilitate dialogue between families and health care service providers;  
10. Serve as a liaison in financial agreement negotiations;  
11. Make appropriate referrals for long term additional support;   
12. Serve as a cultural bridge in coordinating translation services (Spanish) for KCUSD families 
      obtaining health care assistance;  
13.Translate foreign documents as necessarily related to health services;  
14. Support SBHC staff in the management and care of patients; 
15. Coordinate, schedule, and oversee parent education, advocacy, and direct service efforts. 
16. Receive and dispatch messages; 
17. Perform other duties as required  
 
Qualifications and Knowledge 
Have knowledge of and familiarity with: 

 A variety of health insurance programs and social services  

 Health insurance benefits processing, monitoring and control.  

 Record-keeping techniques.  

 Research methods and report writing techniques.  

 Modern office practices, procedures and equipment.   

 Operation of a computer and assigned software.  

 Interpersonal skills using tact, patience and courtesy.  

 Correct English usage, grammar, spelling, punctuation and vocabulary.   

 Oral and written communication skills.   

 Mathematical computations. 

  

Ability to: 
1. Have appearance and mannerisms that present professional role model for families;  
2. Operate standard office equipment including duplicating machines, word processing, computers, 

and assigned software; 
3. Perform a variety of technical duties in support of qualifying students and families for health insurance; 
4. Prepare and maintain a variety of records, files and reports;  



5. Learn, interpret, apply and explain policies, procedures, rules and regulations;  
6. Learn principles and practices of insurance, explaining premiums and payments;  
7. Assemble, organize and prepare data for records and reports;  
8. Make mathematical computations with speed and accuracy;   
9. Meet schedules and time lines;  
10. Communicate effectively both orally and in writing;   
11. Understand and follow oral and written instructions; 
12. Establish and maintain cooperative and effective working relationships with others;   
13. Maintain confidentiality of sensitive and privileged information.  
14. Speak, read and write Spanish  
 
 

 
Education 

High school diploma or equivalent 
Healthy Families Certified Application Assistant certificate or equivalent 
  
License 
California Driver's License;  
First Aid and CPR certificates.  
 
Other 
Must have a vehicle available for school business use.  
 
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.  
While performing the duties of this job, the employee is regularly required to stand, walk, sit, and talk or hear. 
The employee is occasionally required to reach forward or above the head more than the average person. The 
employee must occasionally lift and/or move and push up to 90 pounds such as students and students in 
wheelchairs. The ability to visit various buildings in the district. Specific vision abilities required by this job 
include close vision, distance vision, peripheral vision, depth perception and the ability to adjust focus, the 
ability to hear conversations in quiet and noisy environments and the ability to speak clearly in order to 
exchange information and make presentations. The employee will frequently interact with the public and other 
staff and occasionally work extended hours. Some driving is necessary.  

WORK ENVIRONMENT: The work environment characteristics described here are representative of those 

an employee encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
The noise level in the work environment is usually quiet to moderate. Work is performed mostly indoors. The 
employee is frequently exposed to infection at a greater risk than the average person. The employee is 
required to interact occasionally with dissatisfied or abusive individuals. The employee is directly responsible 
for the safety and well-being of students.  
 
The information contained in this job description is for compliance with the American with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed for this position. Additional duties are performed 
by the individuals currently holding this position and additional duties may be assigned.  
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