
Role of the WIC Director 
 
 

Scope of Work: 
The WIC director plans, directs, coordinates, implements and evaluates the 
services provided by the WIC program. 
 

Responsibilities: 
A. Supervision 

1. Supervises the activities of the nutrition staff including the clerk, CNWs 
and nutritionist. 

2. Ensures that staff maintains competency in their work areas. 
3. Evaluates staff periodically through meetings, file reviews, STARS reports 

and evaluations. 
B. Planning 

1. Works with staff to plan outreach, breastfeeding and nutrition education 
activities. 

2. Uses staff evaluations to plan training and in-service activities. 
3. Plans clinics and staffing to ensure prompt, quality services. 

C.  Coordination 
1. Coordinates services and referrals with other tribal and IHS programs. 
2. Works with other programs to identify and resolve problems. 

D. Evaluation 
1. Utilizes available data and reports to evaluate the success of the program. 
2. Reviews client surveys to improve client services. 
3. Evaluates client services through observation, file review and reports to 

ensure optimal delivery of services. 
E. Monitoring 

1. Monitors clinics for compliance with ITCA and local policies and 
procedures. 
2. Utilizes ITCA WIC monitoring reviews to identify areas that need 
improvement. 

F. Reporting 
1. Submits written and oral reports as required to the tribe and ITCA. 

G. Funding 
1. Submits grants or requests for additional funding as needed. 
 

Qualifications: 
Three years experience with the WIC program or another public health program 
OR a Bachelor’s Degree in Nutrition or other health related field plus one year 
experience in public health. 
 
 



Role of the WIC Nutritionist 
 
 

Scope of Work: 
The WIC nutritionist plans, evaluates and implements nutrition services at the 
local agency. 
 

Responsibilities: 
A. Planning 

1. Identifies nutrition and nutrition-related health problems. 
2. Provides input for community health plan 
3. Develops nutrition education and training plan. 
4. Develops, selects and maintains nutrition education materials. 

B. Evaluation 
1. Performs regular quality assurance observations and file reviews to ensure 

quality nutrition care and follows-up with staff to improve nutrition services. 
2. Analyzes nutrition risk reports, performs file reviews and completes 

observations to determine success in meeting nutrition goals. 
3. Reviews the high-risk report to ensure that high-risk clients have been 

referred and seen by the nutritionist. 
C. Client Care 

1. Develops individual care plans, prescribes food packages, provides one-on-
one counseling and referrals to health and social services for high-risk WIC 
clients.  Documents care plan in form of a S.O.A.P. note in the comuter. 

2. Prepares group education lesson plans and other creative methods for 
teaching nutrition education to clients and mentors staff in carrying out these 
methods. 

3. Coordinates services with other public health programs. 
4. Authorizes and monitors special formulas issued to clients. 

D. Training 
1. Works with director to assess staff training needs in the area of nutrition. 
2. Works with director to develop training program to meet staff needs. 
3. Provides regular in-service training to staff in nutrition-related areas and 

follow-up for topics introduced at the all staff meetings. 
E. Continuing Education 

1. Attends a minimum of 15 hours of continuing education per year with at least 
10 of the 15 hours in maternal or childhood nutrition. 

 
Qualifications: 

Bachelor’s degree in Nutrition or related field OR Registered Dietitian OR 
Registered Dietitian with Master’s Degree. 



Role of the CNW I 
 
 

Scope of Work: 
The CNW I screens and enrolls eligible clients onto the WIC program and 
provides them with referrals and basic nutrition information. 

 
Responsibilities: 

A. Screening Clients 
1. Measures height, weight and hemoglobin of applicants. 
2. Inputs medical, anthropometric, biochemical and socio-economic information 

into the computer system. 
3. Evaluates information to determine nutritional risk and eligibility. 

B. Education/Referrals 
1. Refers participants to other health and social services such as Food Stamps, 

TANF, substance abuse programs, nutritionists, etc. 
2. Provides individual nutrition education and implements goal setting 

techniques and follows-up with goals at subsequent visits. 
3. Refers high-risk participants to the nutritionist. 
4. Provides individual basic nutrition and breastfeeding information to clients. 
5. Provides information on WIC foods and the key nutrients found in them. 
6. Provides information on rules and regulations of the WIC program and 

instruction on how to cash WIC checks. 
C. Client Processing 

1. Thoroughly documents client information necessary for enrollment on the 
WIC program using the computer system. 

2. Tailors food package to meet the medical and socio-economic needs of 
clients. 

3. Issues checks and ensures that they are kept secure. 
D. Training 

1. Participates in the training provided by the local agency director or nutritionist. 
2. Participates in statewide staff training provided ITCA. 
3. Attends other training opportunities as available. 

 
Qualifications: 

High school diploma or Associates Degree with interest in women and children’s 
health.  Previous experience in a health related field helpful. 



Role of the CNW II 
 
 

Scope of Work: 
The CNW II screens and enrolls eligible participants onto the WIC program and 
provides them with referrals, nutrition and breastfeeding counseling, and dietary 
assessment.  The CNW II also facilitates group classes.  A CNW II may complete 
vendor site reviews and contact vendors about problems. 
 

Responsibilities: 
A. Screening Participants 

1. Measures height, weight and hemoglobin of applicants. 
2. Inputs medical and socio-economic information into the computer system. 
3. Completes dietary assessment information using appropriate form. 
4. Evaluates information to determine nutritional risk and eligibility. 

B. Education/Referrals 
1. Refers participants to other health and social services such as Food Stamps, 

TANF, substance abuse programs, nutritionists, etc. 
2. Provides individual nutrition education and implements goal setting 

techniques and follows-up with goals at subsequent visits. 
3. Refers high-risk clients to the nutritionist. 
4. Provides individual basic nutrition and breastfeeding information to clients. 
5. Provides information on WIC foods and the key nutrients found in them. 
6. Provides information on rules and regulations of the WIC program and 

instruction on how to cash WIC checks. 
C. Client Processing 

1. Thoroughly documents client information necessary for enrollment on the 
WIC program using the computer system. 

2. Tailors food package to meet the medical and socio-economic needs of 
clients. 

3. Issues checks and ensures that they are kept secure. 
D. Training 

1. Participates in the training provided by the local agency director or nutritionist. 
2. Participates in statewide staff training provided by ITCA. 
3. Attends other training opportunities as available. 

E. Vendor Issues 
1. Contacts vendors to resolve vendor problems. 
2. Completes vendor site reviews as instructed. 

 
Qualifications: 

High school diploma or Associates Degree and one year experience in a WIC 
clinic. 



Role of the CNW III 
 
 

Scope of Work: 
The CNW III performs the full range of CNW I and CNW II activities at an 
advanced level.  The CNW III will assist in training, outreach and administrative 
duties to improve the program services. 

 
Responsibilities: 

A. Screening Participants 
1. Measures height, weight and hemoglobin of applicants. 
2. Inputs medical and socio-economic information into the computer system.  
3. Completes dietary assessment information using appropriate form. 
4. Evaluates information to determine nutritional risk and eligibility. 

B. Education/Referrals 
1. Refers participants to other health and social services such as Food Stamps, 

TANF, substance abuse programs, nutritionists, etc. 
2. Provides individual nutrition education and implements goal setting 

techniques and follows-up with goals at subsequent visits. 
3. Refers high-risk clients to the nutritionist. 
4. Provides individual basic nutrition and breastfeeding information to 

participants. 
5. Provides information on WIC foods and the key nutrients found in them. 
6. Provides information on rules and regulations of the WIC program and 

instruction on how to cash WIC checks. 
7. Provide group education classes and utilizes other creative techniques to 

provide nutrition education to clients. 
C. Client Processing 

1. Thoroughly documents client information necessary for enrollment on the 
WIC program using the computer system. 

2. Tailors food package to meet the medical and socio-economic needs of 
clients. 

3. Issues checks and ensures that they are kept secure. 
4. Resolves client problems or questions as they arise. 

D. Training 
1. Participates in the training provided by the local agency director or nutritionist. 
2. Participates in statewide staff training provided by ITCA. 
3. Attends other training opportunities as available. 

E. Vendor Issues 
1. Contacts vendors to resolve vendor problems. 
2. Completes vendor site reviews as instructed. 

F. Clinic Services 
1. Assists director in planning and organizing day-to-day clinic operations. 
2. Reviews program data to assist director with the development of WIC 

program goals and objectives. 
3. Assists director in modifying and developing administrative forms, policies 

and procedures. 
4. Assists nutritionist in developing educational materials. 



5. Assists the director with outreach activities to increase or maintain caseload 
and ensure that highest priority eligible are being served. 

 
Qualifications: 

Associates Degree in Nutrition or Dietetic Technician Registered or two years 
experience in a WIC clinic. 


