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Department of Public Health and Social Services 
Guam WIC Program  
JOB DESCRIPTIONS  
 
 
Program Coordinator IV 
 
- Serves as the Coordinator for the Administrative Services Unit of the Guam Special 
Supplemental Nutrition Program for Women, Infants and Children (WIC).  
 
- In cooperation with the Bureau of Nutrition, Physical Activity and Obesity Prevention (BNPO) 
Administrator, plans, develops and implements policies and procedures for: the food delivery 
system, financial reporting, program outreach, the WIC Farmer's Market Nutrition Program 
(FMNP), and the monitoring and training of WIC personnel. 
 
- Coordinates the Program Management Services portion of the WIC State Plan which includes 
the Vendor Management, Financial Management, and Outreach components. 

 
- Oversees the preparation and monitors the WIC Budget Request and the WIC Grant 
Application. Reviews overall budget estimates for completeness, accuracy, and conformance 
with established guidelines and requirements. Recommends adjustments, as necessary, to meet 
the approved budget ceiling. 
 
- Oversees the banking transactions and direct payment for the food delivery system. 
 
- Develops administrative procedures and guidelines for the food delivery system. 
 
- Reviews the federal register and updates existing policies and procedures in an efficient and 
timely manner. 
 
- Provides written policies and procedures affecting participating WIC vendors and staff. 
 
- Oversees and supervises the work of six (6) administrative staff. Responsibilities include: 
interviewing, recommending recruitment and selection, oversight of training, provision of 
guidance, and the development of work plans, assignments and performance evaluations. 
 
- Assists the Management Analyst III, by providing information and logistical support, in 
conducting the Federal and State Program Audits, management reviews and necessary follow-up 
in conjunction with the State internal audit. 
 
- Oversees the coordination and establishment of formal Memorandums of Agreement with other 
programs in the interest of delivering comprehensive services to low income individuals. 
 
- Assists with the coordination and management of the Infant Formula Rebate Contract with the 
Western States Contracting Alliance (WSCA); 
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- Oversees the collection and analysis of statistical data for submission of the Monthly Financial 
and Participation Status Report (FNS-798), the Quarterly Discretionary Funds Progress Reports, 
the Infrastructure Grant Progress Reports (when applicable), the Annual WIC Vendor Activity 
Monitoring Profile (VAMP), the Annual WIC IS Cost Survey, and the WIC Program Participant 
Characteristics Report (the "PC 06"). 
 
- Oversees coordination with the banking services provider to advise of changes in approved 
WIC retail food vendors, to request for reports, to order WIC drafts, and request for other 
banking-related services as needed. 
 
- Educates potential, as well as authorized, WIC vendors about the WIC Program and the 
appropriate policies and procedures for processing WIC food drafts. 
 
- Oversees all aspects of the on-going vendor review processes which includes vendor 
application, vendor authorization, the formulation of the state/vendor agreements, periodic 
vendor monitoring, thorough documentation of all vendor monitoring activity, and vendor 
sanctioning. 

 
- Oversees the maintenance of a financial management system which provides accurate, current, 
and complete disclosures of the financial status of the Guam WIC Program. 
 
- Oversees the accounting for all MIS-related property and related assets. 
 
- Provides administrative oversight to ensure the maintenance of adequate records to identify the 
source and use of funds expended for program activities, and to ensure that 1/6 of administrative 
expenditures are spent on nutrition education. 
 
- Oversees the design and development of pamphlets for use by vendors and participants as 
appropriate. 
 
- Serves as a WIC Program representative at state, regional, and national WIC conferences and 
vendor management meetings, and other WIC-related conferences and meetings as appropriate. 
 
- Maintains a close working relationship with vendors and staff in a courteous and professional 
manner. 
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Program Coordinator II 
 
Farmers Market Nutrition Program 
 
Responsible for carrying out the functions and operations of the Farmers’ Market Nutrition 
Program (FMNP). 
 
FMNP State Plan/Grant Submission 
 
- Prepares, reviews, and updates the annual (and as needed amendments) Guam FMNP 
grant/State Plan and submit draft to the PC IV for review.  Includes and is not limited to the 
developments and updates of annual goals/objectives, progress of prior years goals/objectives, 
reviews and analysis of budget requests; develops/updates standard operating procedures, 
compliance of federal rules/regulations, and timely submission to the USDA Regional office; 
 
-  Ensures standard operating procedures for the FMNP are updated, implemented, and 
monitored for compliance; 
 
- Composes correspondence (to local/federal entities/individuals) for the Program Coordinator 
IV’s, Administrator’s, Director’s, and/or Governor’s signature regarding FMNP activities; 
 
Program Operations 
 
Conducts the FMNP Open/Special Enrollment and application process every three years (or as 
needed) for the selection and authorization of certified farmers for the Program.  Such tasks 
include the following; 
     
- Develops and submits print media announcements for publication in the local newspaper about 
the FMNP open/special enrollment period and application process; 
 
- Develops application instructions and procedures for certified farmers interested in applying to 
become WIC-authorized farmers.  Responsible for ensuring application information and forms 
are available and provided to applicants during open/special enrollment periods; 
 
-  Reviews and evaluates applications received during open/special enrollment periods and 
determines eligibility based on established selection and authorization criteria.  Contacts 
applicants as needed, for clarification of application information or discrepancies; 
 
-  Conducts pre-authorization/on-site reviews of farm/roadside locations to verify and evaluate        
application information and qualifications; 
 
-  Prepares and submits summary reports and recommendations to the Program Coordinator IV       
regarding the qualifications and eligibility of applicants for selection and authorization as 
farmers for the Program. 
 
 
-  Responsible for developing, processing and implementing three-year farmer participation 
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agreements entered into between the DPHSS Guam WIC Program, government of Guam, and 
the farmer selected and authorized in the Program.  Prepares, reviews, routes, and ensures 
farmer’s participation agreements are complete, accurate, properly recorded (at the Department 
of Administration) and signed by appropriate parties including authorized farmers. 
 
-  Conducts training for authorized farmers/representatives on Program regulations, 
policies/procedures. 
 
-  Issues and ensures the accountability of FMNP materials such as stamps, ink pads, signs, etc to 
farmers as well as their timely return to the Program (when terminated, disqualified or when the 
season is over). 
 
-  Inputs and updates all Farmer Market Nutrition Program data information into the computer 
system.  Ensures reliability, accuracy, and completeness of data in the computer system’s FMNP 
module.  Coordinates with MIS personnel on computer problems including computer access (to 
authorized local and federal computer sites/databases), data input, etc.. and ensures resolution.  
 
-  Develops and implements a system to detect potential abuse such as trafficking, overcharges, 
etc. and identify such high-risk farmers.  Analyzes FMNP draft redemption data to identify and 
monitor potential high-risk farmers.  Responsible for on-site monitoring, investigation, and 
sanctioning of vendors identified as high-risk.   
 
-  Prepares and conducts inspections (routine monitoring) or investigations (compliance buys) of 
farmers at farms/roadside locations as wells as local WIC agencies (coupon accountability) for 
compliance of federal regulations/contractual requirements.  Ensures coordination of participants 
for such inspections/investigations; Issues notice of adverse actions/sanctions as required and, 
coordinates, participates and addresses requests for administrative hearings and appeals.  
 
- Coordinates and meets with attorneys in the Office of the Attorney General regarding fair 
hearings to be conducted on appeals, requests for legal opinion, and other legal services. 
 
-  Receives and handles complaints/reports from both WIC farmers and participants regarding 
problems and incidents, and provides resolution or conducts investigation as necessary. 
 
-  Develops and updates the FMNP’s informational pamphlets, listings, notices, etc. for 
dissemination to WIC authorized farmers and clinic staff. 
 
-  Receives and handles requests to add or remove farmer market/roadside locations.  Such 
requests are to be approved by the Farmer Market Nutrition Program Manager (PC IV) and 
updates and disseminates such information to clinic sites and appropriate parties. 
 
-  Review, prepare, and conduct program participant/farmer surveys of program effectiveness or 
for new and existing federal regulations; 
 
- Composes correspondence (to local/federal entities/individuals) for the Program Coordinator  
 
IV’s, Administrator’s, Director’s, and/or Governor’s signature regarding FMNP activities; 
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Reports and Audits/Reviews (local/federal audits/reviews) 
 
-  Prepares, compiles, and submits timely participant/program/financial 
expenditure/redemption/program activity reports through various mediums (i.e. online, email, 
fax, postal mail, etc.) for federal or local reporting. 
 
-  Participates in audits/reviews by local and federal officials, provides corrective actions to 
discrepancies cited, and, implements and follow-through on recommendations to ensure 
compliance. 
 
-  Composes correspondence (to local/federal entities/individuals) for the Program Coordinator 
IV’s, Administrator’s, Director’s, and/or Governor’s signature regarding FMNP activities; 
 
Staff Development/Participation 
 
-  Participates/attends in on-island and off-island meetings/conferences/trainings/conference 
calls/online training sessions/committees, etc. regarding all issues impacting the FMNP Program. 
 
-  Networks with local, regional and national organizations regarding the operation of the FMNP 
and the WIC Program. 
 
-  Produces promotional materials for FMNP activities/events, and, participates and coordinates 
with WIC-authorized farmers and appropriate parties in such activities/events (i.e. Farmers 
Market Week). 
 
- Composes correspondence (to local/federal entities/individuals) for the Program Coordinator 
IV’s, Administrator’s, Director’s, and/or Governor’s signature regarding FMNP activities;  
 
 
Vendor Management/Food Delivery Program 
 
Assists the Vendor Management Coordinator of the Vendor Management/Food Delivery 
Program in the following tasks: 
 
- preparation and coordination of open enrollment applications forms, correspondence, print 
media announcements or other materials needed in conducting the vendor open  

 
- enrollment and application for selection and authorization of food vendors, every three years.  
This includes announced and unannounced pre-authorization visits to store locations of vendor 
applicants. 
 
- coordination with the Division of Environmental Health and Food Stamp Program (local and  
off-island) and the USDA Food and Nutrition Service offices), and other resources (i.e. STARS 
II federal database) to obtain or provide documents/reports regarding vendors’ sanitary health 
inspections, Food Stamp Program data of current or potential WIC vendors, warning letters, 
sanctions, etc. 
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- preparation of training packets, correspondence or materials needed to conduct training 
sessions of WIC vendors/cashiers. 
 
- gathering and price verification of WIC food items, checks on the inventory stock and expired 
WIC food items of authorized WIC vendors as part of the routine vendor monitoring and the 
open enrollment retail visit review under the Vendor Management section, and submit gathered 
data to the Vendor Management Coordinator. 
 
- preparation, update and provision of semi-annually vendor food price list form to all WIC 
authorized vendors. 
 
- receipt and recordation of vendors’ prices for WIC food package costs data for each WIC 
authorized vendor in the computer system and/or spreadsheet program (i.e. Excel). 
 
- preparation, computation and maintenance of food instrument and food package costs of 
authorized WIC vendors and retail applicants individually and in peer groups. 
 
- preparation and updates of the approved food listing, forms, and other print materials as well as 
the distribution and use by program participants, authorized vendors and the vendor management 
staff. 
 
-  review of computer vendor data reports, bank redemption reports, and food package cost data 
to assist in identifying food drafts overcharged by WIC vendors, and submit listings of 
overcharged food drafts to the Vendor Management Coordinator. 
 
- printing and review of computer generated vendor reports identifying discrepancies and 
reporting such discrepancies to the Vendor Management Coordinator. 
 
- preparation and transmission of food drafts reported as either lost and found, returned and 
unpaid, questionable or invalid, plus participant identification cards and other documents to the 
WIC administrative office or clinic staff for appropriate action and disposition.  Includes 
receiving calls and retrieving lost and found WIC identification and Proxy cards. 
 
-  maintenance of files and records of the Vendor Management section.   
 
-  composition of correspondence (to local/federal entities/individuals) for the Program 
Coordinator IV’s, Administrator’s, Director’s, and/or Governor’s signature regarding FMNP 
activities; 
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Nutritionists and Nutrition Assistants 
 
- Provide one-to-one nutrition education sessions; this will include educating WIC FMNP 
recipients on the importance of including fresh fruits and vegetables in their daily diet and the 
redemption process of the FMNP coupons/CVVs. 
 
Administrative Aides 
 
- Conducts physical inventory of food draft instruments, including WIC Farmers Market 
Nutrition Program coupons/CVVs; 
 
- Ensures receipt and issuance of draft instruments are complete and accurate.  All discrepancies 
(i.e. damaged deliveries from off-island vendor) are reported to appropriate parties for action and 
response. 
 
- Ensures drafts/coupons/CVVs are adequately stocked;  
 
- Ensures that FMNP coupons/CVV are accounted for, retained, and disposed properly; 

 
 

(See Appendix B-2, Organizational Chart of the Guam WIC Program) 
 
 











































 

In accordance with Federal law and U.S. Department of Agriculture (USDA) 

civil rights regulations and policies, this institution is prohibited from 

discriminating on the basis of race, color, national origin, sex, age, disability, 

and reprisal or retaliation for prior civil rights activity. (Not all prohibited 

bases apply to all programs.) 

Persons with disabilities who require alternative means of communication for 

program information (e.g. Braille, large print, audiotape, American Sign 

Language, etc.) should contact the responsible State or local Agency that 

administers the program or USDA’s TARGET Center at (202) 720-2600 

(voice and TTY) or contact USDA through the Federal Relay Service at 

(800) 877-8339.  Additionally, program information is available in languages 

other than English. 

To file a complaint alleging discrimination, complete the USDA Program 

Discrimination Complaint Form, AD-3027, found online at http://

www.ascr.usda.gov/complaint_filing_cust.html, or  at any USDA office or  

write a letter addressed to USDA and provide in the letter all of the 

information requested in the form.  To request a copy of the complaint form, 

call (866) 632-9992.  Submit your completed form or letter to USDA by: 

mail: 

U.S. Department of Agriculture 

Office of the Assistant Secretary for Civil Rights 

1400 Independence Avenue, SW 

Washington, D.C. 20250-9410 

fax: 

(202) 690-7442   

email: 

program.intake@usda.gov 

 

This institution is an equal opportunity provider. 

IMPORTANT!!! 

FMNP recipients are limited to a first come first served 

basis. 

The WIC FMNP coupons are issued one time only.  If 

they are lost, stolen or misplaced, they can not be    

replaced. 

The WIC FMNP coupons may only be accepted and 

redeemed by a FMNP authorized farmer. 

WIC recipients must use the coupons within the period 

of the WIC FMNP operations. 

WIC FMNP Benefits 

Benefits WIC Recipients 

WIC Recipients with an opportunity to improve their 

health by eating more nutritious fresh fruits and vegeta-

bles. 

Introduces WIC FMNP families to farmers’ markets and 

teaches them to select and prepare a wide variety of 

locally grown produce. 

Benefits Family Farms 

Supports local agriculture by increasing sales at     

farmers’ markets, where groups of farmers sell directly 

to consumers. 

Promotes expansions and diversification of family  

farms by stimulating the production of fresh fruits  

and vegetables. 

Benefits Communities 

Helps revitalize downtown areas by supporting the 

farmers’ market as an activity that benefits the entire 

community. 

Promotes the development of farmers markets to com-

munities lacking access to fresh produce. 

Fruits & Vegetables Can… 

☻  Give you energy, 

☻  Give you vitamins, minerals and dietary fiber, 

☻  Lower your chances of getting cancer or heart  

disease, 

☻  Add color, flavor and variety to meals and snacks, 

☻  Be low in calories and naturally fat free 

2017 Participating Authorized Farmers  

Appendix F Updated 9/2016-(FY 2017) 

No. Name of Farmer 

1 William C. McDonald 

2 Joseph N. Salas 

3 Arlene G. Tamashiro  

4 Marilyn C. Salas 

5 Estrellita B. Munoz  

6 Elpidio D. Granil  

7 Lida G. Lumampao  

8 Grow Guam Fresh, Inc.   

9  Consolacion U. Pere  

10 Thomas S.A. Torres  

11 Ernest S. Wusstig  

12 Vicente C. Meno  

FMNP 

mailto:program.intake@usda.gov


What is the Guam WIC Farmers’ Market 

Nutrition Program (FMNP)? 

It’s 100% federally funded program with two  

objectives: 

☻  To provide resources to women and 

      children who are nutritionally at risk in the  

      form of fresh, nutritious, unprepared  

      foods (such as fruits and vegetables)  

      from farmers’ markets; and 

 

☻  To expand the awareness and use of    

farmers’ markets and increase sales at  

such markets. 

 

How does the program work? 

When a recipient of the WIC program (women 

and children) come in to a WIC clinic for a 

scheduled appointment during the FMNP period 

of operations, they will be provided with: 

☻  Information about the WIC FMNP. 

☻  List of authorized WIC FMNP farmers. 

☻  Market schedules and locations. 

☻  Educational materials on the benefits of WIC 

FMNP coupons. 

 

The WIC FMNP recipient may then go to a WIC 

FMNP Farmers’ Market sites, Roadside Stand 

and use the coupons to purchase fresh, nutri-

tious locally grown fruits and vegetables from 

authorized farmers. 

 

Things to Remember: 

☻  Your FMNP Coupons may be used only at 

Approved Farmers’ Market sites and/or 

Roadside stands 

☻  Look for farmers at the farmers’ market site 

or roadside stand who display the poster 

that reads “WE ACCEPT FMNP         

COUPONS AND CVVS HERE”              

(as shown in front of the pamphlet) 

☻  Bring your WIC ID and coupons 

☻  Use your Farmers’ Market coupons as 

soon as possible. 

☻  Remember if you purchase items with your 

Farmers’ Market coupons, change will not 

be given.  Take some cash with you to the 

market.  Each coupon is worth $2.00 and 

farmers are NOT allowed to give change 

for a coupon.  They will give you a coupon 

worth of produce, but if the food you want 

costs a little over $2.00, it is better to pay 

the extra cash than waste part of a       

coupon.  

☻  Choose well-colored fruits and vegetables 

that are firm, but not hard. Ask the farmer if 

you have any questions. 

☻  Your FMNP coupons must be used by 

September 15, 2017 

✓  Be adventurous - try something new!  

☻  HINT:  Some of the best tasting fruits 

and vegetables are the least appealing 

to the eye 

ROADSIDE STANDS SCHEDULE 

 

AGANA HEIGHTS 

Agana Heights  

Mayor’s Office  

Monday - Saturday 

Open 9 am - 6 pm 

 

AGAT 

Agat Mayor’s Office 

Monday - Friday/Sunday 

Open 9 am - 6 pm 

 

 

Barrigada 

Route 16, In front of  

National Guard or across 

Barrigada Post Office  

Monday - Sunday  

Open 10 am - 6 pm 

INARAJAN 

Route 4 Inalahan Way  

Next to Gef Pago 

Monday-Wed-Friday 

Open 8 am - 4 pm 

 

FARMERS’ MARKET SITES SCHEDULE 

MON-WED-FRIDAY  

8 am - 5 pm 

 

DPHSS sites are closed  

on GOVGUAM Holidays 

 

NORTHERN  

1) DPHSS Northern 
Dededo Public Health  
Center Parking lot  
(Call 635-7471/72) 
 

CENTRAL  

2) DPHSS Mangilao  
Public Health Center  
Parking lot (Call 735-7180) 
 
3) DPHSS Tiyan WIC  
Office front lawn  
(Call 475-0292) 
 
4) Mangilao Flea Market 
 Across Mayor’s Office,  
 Route 10. (Call  475-0292) 
 

 
TUESDAY NIGHT   

6 pm — 8 pm 
 

SOUTHERN 

5) Sagan Bisita, Route 2 
Next to Agat Mayor’s 
Mayor’s Office  

MONDAY, FRIDAY  

10 am — 2 pm 

AND 

WEDNESDAY Night 

10 am — 9 pm 

 

CENTRAL  

6) Hagatna,  Route 1  
Marine Corps. Drive 
Chamorro Village  
(Tents/Shop in front of 
the main entrance.) 
 
 

SATURDAY & SUNDAY  

6 am — 12 pm 

 

NORTHERN  

7) Dededo Flea Market 

Route 1, Marine Corps Dr. 

Next to Dededo Payless 

Supermarket 



          Appendix G 
 
            List of Eligible Fruits, Vegetables, and Herbs in the  
                  Guam Farmers’ Market Nutrition Program  

 

  
Above provided by John Borja, Chief of the Agricultural Development Services of the Guam  
  Department of Agriculture 
  * Ineligible items for purchase with Cash Value Voucher (CVV)    

No.  Produce No. Produce 

1. Atis 34. Papaya (green) 
2. Avocado 35. Papaya (ripe) 
3. Banana (cooking) 36. Pechay 
4. Banana (eating) 37. Pepino 
5. Banana (macao) 38. Pineapple 
6. Banana (blossom) 39. Pomelo 
7. *Basil (leaves) 40. Potato (sweet) 
8. Bean Sprouts 41. Pumpkin 
9. Bean (long)  42. Pumpkin Tips 

10. Beans (tips) 43. *Rosemary (leaves) 
11. Bittermelon (fruits) 44. Santol 
12. Bittermelon (leaves) 45. Sour Sap 
 13. Breadfruit 46. Squash (kalabasa) 
14. Calamansi  47. Squash (patola) 
15. Cantaloupe 48. Squash  (zucchini) 
16. Chico 49. Squash Tips 
17. *Chives 50. Star Apple  
18. Corn (sweet) 51.

 
String Beans (leaves) 

19. Cucumber 52. Singuelas  
20. Eggplant 53. *Saluot (mint leaves) 
21. Ginger Root 54. Tangerine 
22. Green Onions (scallions) 

 
55. Tapioca 

23. Guava 56. Taro 
24. Hot Pepper (small) 57. Taro Leaves  
25. Hot Pepper (leaves) 58. Taro White  
26. Jack Fruit 59. Tomato (cherry) 
27. KangKong 60. Watermelon  
28. Legumes-Mature, dry in package 

(Ref. Final Food Package rule) 
 

61. Wing Beans  

 29. Lemon 62. White Potato (Ref. Final Food Package 
rule) 

 30. Mango  63. White Radish  

 31. *Mint Leaves  64. Yams (red) 
 32. Okra 65. Yams (white) 
 33. Orange    

FMNP FY2017 
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