
POSITION:  ASSISTANT PROJECT MANAGER 
LEVEL:  M-A  $32,350 - $40,680 
DEPARTMENT: HEALTH 
 
 
FUNCTION:  Conducts inspections and enforcement activities; performs work pertaining to 
assessment, analysis, outreach and education to promote public health and compliance with health 
regulations including Tobacco Control Laws and Regulations to limit youth access to tobacco 
products and to reduce involuntary exposure to Environmental Tobacco Smoke (ETS). Conducts 
alcohol education/ awareness campaigns and classes. Serves as an alcohol, tobacco and other drugs 
prevention specialist within the community.   
 
SUPERVISION RECEIVED:  Works under the general supervision of the Director of Public 
Health, Assistant Director of Public Health and the Public Health Compliance Officer with 
professional accountability and autonomy. 
 
RESPONSIBILITIES:  Enforces Board of Health and City regulations/ordinances/by-laws by 
conducting regular inspections of municipal buildings and vehicles, schools and daycares, dwellings, 
tobacco retailers, food service and retail food establishments 
 
Conducts compliance checks using under-age youth to purchase tobacco. Issues citations to 
individuals and businesses, which violate State and/or local tobacco regulations/ordinances/by-laws. 
 
Performs assessments and analysis of health data and information for the purpose of identifying 
priorities, planning, and developing education and outreach materials for a range of possible venues 
including public meetings, retail establishments, training sessions, Board of Health meetings, 
websites, brochures and reports. 
 
Provides education and outreach to permitted establishments regarding City and State regulations on 
alcohol. 
 
May be required to collect samples in the field for inspection/analysis to monitor health issues and 
ensure compliance. 
 
Attends meetings as needed.  All other duties as determined by the Supervisor. 
 
EDUCATION AND EXPERIENCE:  High school graduate or GED equivalent, two years of 
college. Associate’s degree preferred; or any equivalent combination of education and experience. 
Must possess good oral and written communication skills, and be capable of speaking at a variety of 
public venues. Ability to read, interpret and apply public health-related laws, regulations and 
ordinances.   
 
SPECIAL REQUIREMENTS:  Mandatory Criminal Offender Record Information (CORI) check.  
Valid Massachusetts driver’s license is required at time of appointment. 
 



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 frequently required to talk or hear; sit; use 
hands to finger, handle, feel or operate objects, tools or controls; reach with hands and arms.  The 
employee is occasionally required to stand or walk. 
 
The employee must occasionally lift and/or move up to ten pounds.  Specific vision abilities required 
by this job include close vision, distance vision, peripheral vision, depth perception and the ability to 
adjust focus. 
 
WORK ENVIRONMENT:  The work environment characteristics 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. 
 
Work is performed in an office and in various community settings.   
 
SELECTION GUIDELINES:  Formal application; rating of education and experience; oral 
interview and reference check; and job-related tests may be required. 
 
The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change. 
 
This position is dependent upon continual annual grant funding by the Massachusetts Department 
of Public Health and legislative appropriations. 
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