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	duty statement


	Class Title

Health Program Specialist I
	Position Number

581-345-8338-901

	COI Classification

 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Unit

Strategic Planning and Policy Unit

	Section



	Branch

Tobacco Control  Branch 

	Division

Chronic Disease and Injury Control Division/Center for Chronic Disease Prevention and Health Promotion

	This position requires the incumbent maintain consistent and regular attendance; communicate effectively (orally and in writing if both appropriate) in dealing with the public and/or other employees; develop and maintain knowledge and skill related to specific tasks, methodologies, materials, tools, and equipment; complete assignments in a timely and efficient manner; and, adhere to departmental policies and procedures regarding attendance, leave, and conduct.

	Job Summary:  Under direction of the Branch Chief (classification to be determined), the Health Program Specialist I (HPS I) will work closely with the Chief, Strategic Planning and Policy Unit (SPPU) to apply comprehensive public health knowledge and methodology in the planning, implementation, evaluation and monitoring of statewide and local health programs and projects established by the California Department of Public Health, Tobacco Control Branch (CDPH/TCB) to reduce tobacco use in the state.  The HPS I provides technical consultant expertise in especially sensitive areas of tobacco control public health policy and tobacco control program and strategic planning and assessment.  Under general guidance of the Chief, SPPU, the HPS I analyzes critical health policy issues related to tobacco control; recommends policy direction for the program; takes the lead in writing reports to the legislature, policy papers, legislative testimony, and program guidelines, as well as other documents pertaining to the Branch budget, activities, and issues; plans and performs staff work for statewide, regional, and local tobacco control programs; provides staffing to complete assigned grant activities and reporting for the CDC/Office of Smoking and Health grant; assists in providing guidelines for funded contractors' information and education visits to state legislators; and assists in representing the Department in coordinating the exchange of program information between the Branch, the Tobacco Education and Research Oversight Committee (TEROC), and other state and local organizations.

	Supervision Received:  Branch Chief (classification to be determined), Tobacco Control Branch

	Supervision Exercised:  n/a

	Description of Duties:  See detailed description below.

	

	Percent of Time
Essential Functions

40%
Performs critical policy development and program and strategic planning and assessment analysis; in consultation with SPPU Chief, develops recommendations for policy direction and procedural changes; responds to the frequent policy crises that occur in this volatile and comparatively controversial program; develops feasibility studies of alternative strategies for meeting program goals; participates in the preparation of requests for proposals, tobacco related bill analyses, issue memos, legislative and budget concepts and proposals, and finance letters; responds to policy-critical correspondence; consults and coordinates with other state and local organizations regarding tobacco-related policy issues, and provides the Department and constituency with tobacco-related health policy expertise.  Provides leadership in planning and implementing policy-related events and efforts such as forums; editorial boards; internal and external stakeholders' meetings (e.g. California Dialog on Cancer); surveys to solicit constituency input; and policy summits and conferences.  Liaise with national, state and local organizations and advocacy groups to share best practices  recommendations.
25%
In consultation with the Branch Chief, SPPU Chief and other Section and Unit Chiefs, provides leadership in coordinating the CDPH/TCB on-going two-year strategic planning process which includes: planning, developing and monitoring a two-year action plan and coordinating internal forums to solicit input from TCB staff.  Work closely with SPPU Chief to plan and implement bi-annual Branch strategic planning meetings, which may include evaluating the various components and the numerous statewide, regional, and local projects; determining positions on various Branch programmatic and administrative aspects; determining the Branch short and long-term programmatic and budgetary needs; reviewing and analyzing program evaluation results; and, determining effective ways to communicate program results to the Department, Administration, and tobacco control constituent groups.  Liaise with other Units to provide technical guidance on policy issues.

20%
Provides support to CTCP's statewide policy and community organizing training and technical assistance contractor.  Provides support in establishing guidelines for annual information and education visits by funded contractors to state legislators.  Guidelines include formulating appropriate messages to inform the Legislature about tobacco control issues without violating the Branch policy prohibiting lobbying.  Participates in TCB workgroups and other special policy-related projects, and prepares reports and analyses as appropriate.

10%
Work closely with the TEROC Staff Liaison to support planning and organizing quarterly public meetings, prepare briefing materials, provide technical guidance, implement action items, and draft correspondence.  As needed, participate in the planning and preparation of TEROC’s Master Plan for Tobacco Control in California, which provides detailed recommendations for improving the effectiveness of TCB efforts to reduce tobacco use in the state, including recommendations for both state and local programmatic, policy and legislative actions.




	Percent of Time
Marginal Functions


5%
Other duties as required.
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