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JOB DESCRIPTION 

 

JOB TITLE:  Bi- Lingual Data Collector/Interviewer (Spanish and/or Haitian-Creole-French) 

NJ Medical Monitoring Project “NJ MMP” 

REPORTS TO:  Director of Clinical Services 

JOB PURPOSE: Recruit pre-selected clients to participate in confidential, public health 

interview-based survey through various media including written correspondence, telephone calls, 

home visits or through collaboration with medical providers and other agencies for the State of 

New Jersey Medical Monitoring Project “NJ MMP”.  

 

MINIMUM REQUIREMENTS 
 

1. Education:  Bachelor’s Degree in Social Work, Public Health or other Health and Human 

Services area.  Master’s Degree with CSW or LSW preferred. 

 

2. Experience:  Experience in Survey Research, Interviewing and Counseling, especially 

PLWHA or individuals at risk for HIV and other STI’s. 

   

3. Other:  a. Strong HIV/AIDS and medical knowledge. 

   b. Excellent leadership and interpersonal skills. 

  c. Creative problem solving skills. 

  d. Knowledge of medical, social services and community resources. 

                        e. Bilingual in English and Spanish and/or Haitian-Creole-French. 

                        f. Strong communication skills.   

                        g. Solid familiarity on the use of electronic software.  

 

RESPONSIBILITIES:  

 

1.  Serve as a liaison to health care providers and other agencies to facilitate the NJ Medical 

Monitoring Project while ensuring compliance of all Surveillance protocols.  

 

2.  Conduct database searches to verify and locate sampled individuals.  Update and maintain all 

CDC developed tracking databases. 

 

3.  Recruit clients to participate in a Public Health interview-based survey through various media 

including written correspondence, telephone follow-up contact calls, home visits or work 

with medical providers and other agencies as necessary.  Administer the MMP survey in 

person or via telephone, and enter survey data in secure laptop.   
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4.  Increase personal knowledge and training on emerging HIV/AIDS research, medical 

treatments, counseling and testing techniques.   

 

5.  Provide HIV-related counseling, medical and social service referrals to recruited individuals.   

 

6.  Conduct medical record reviews of sampled individuals.  Collect data from various hospitals, 

clinics, doctor's offices and agencies throughout New Jersey and the U.S.  Enter data directly 

into secure web portals.   

 

7.  Recruit and interview assigned individuals for MMP.  Conduct medical record abstractions, 

update tracking databases and document client contacts, scheduled and completed interviews. 

 

8. Record and maintain security of all documents, correspondence and participant Tokens of 

Appreciation for distribution at all times. 

 

9.  Assist with the translating English language project documents into Spanish and/or Haitian-

Creole-French. 

 

10.  Provide technical input or guidance as needed, as well as general support to the MMP team.  

Participate in all required conference calls, trainings and meetings sponsored by the State of 

New Jersey and the CDC, which may include the possibility of out-of-state travel. 

 

   


