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	duty statement


	Class Title

Health Program Specialist II
	Position Number



	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 general supervision of the Tobacco Control Branch Chief (Health Program Manager III), the Health Program Specialist (HPS) II functions as a highly skilled and technical consultant in the areas of strategic planning, and program development and policy analysis for the Tobacco Control Branch (TCB).

The HPS II is responsible for applying comprehensive public health knowledge and methodology in the strategic planning, implementation, evaluation and monitoring of the statewide and local public health programs and projects established by the California Department of Public Health, Tobacco Control Branch.  The HPS II provides technical consultant expertise in especially sensitive areas of tobacco control public health policy and tobacco control program strategic planning and assessment.  The HPS II analyzes critical international, national, state and local health policy issues related to tobacco control; recommends policy direction for statewide and national program efforts, writes reports to the legislature, policy papers, legislative testimony, and program guidelines, as well as other documents pertaining to the Branch’s budget, activities, and issues; plans and performs staff work for statewide and local tobacco control programs.  The HPS II represents the California Department of Public Health (CDPH), provides guidance, and consults with external advocacy groups, constituency advocates, the Tobacco Education and Research Oversight Committee (TEROC), and other state and local organizations.  In carrying out the duties related to TEROC, the HPS II has lead responsibility over the assignments and activities of the HPS I who provides staff support to the committee.



	Supervision Received:  Branch Chief (Health Program Manager III) Tobacco Control Branch

	Supervision Exercised:  n/a

	Description of Duties:  See detailed description.

	

	Percent of Time
Essential Functions

25%
Performs critical strategic planning and policy development for program efforts related to program, media and evaluation.  Develops recommendations for policy direction and procedural changes; responds to the frequent policy crises that occur in this volatile and controversial program; develops issue papers and feasibility studies of alternative strategies for meeting program goals; participates in the design of requests for proposals, consults and coordinates with other state and local organizations regarding tobacco-related policy issues, and provides them with tobacco-related health policy expertise.

20%
Oversees, consults, coordinates and performs all policy analysis documents, including analysis of national and state legislation.  As required, performs the most critical and complex analyses of national and state legislation and policy papers.  Guides TCB’s senior management, Chronic Disease and Injury Control Division, and Executive Staff/Director in the development of program policy, bill analyses, and makes recommendations for implementation of statewide and local program activities.  Provides lead and guidance to staff in the development of the analysis of legislative and budget and performs the most critical and complex proposals.  Meets and coordinates with other state departments and CDPH programs in the development of the Department’s analysis and position of proposed policy issues, and creates an electronic system for internal use in tracking tobacco related legislation at the national and state level.

20%
Oversees, coordinates and provides liaison with external local, state, and national advocacy groups; state, tobacco control constituency and other program advocates.  This includes providing lead over the Health Program Specialist I and retired annuitant staff who perform staff support for the Tobacco Education and Research Oversight Committee (TEROC) activities and tasks. TEROC oversees three separate  Proposition 99 (Prop 99) funded tobacco control programs, the California Department of Public Health (CDPH), TCB; the California Department of Education’s (CDE), Tobacco Use and Education (TUPE) program; and the University of California’s (UC), Tobacco Related Disease and Research Program (TRDRP).  

Performs the most critical and sensitive duties in providing the State’s perspective and input to guide TEROC in carrying out their statutorily mandated activities.  Performs the most sensitive activities working with the senior management and staff of CDPH, CDE and UC, as well as the Department of Finance, Health and Human Services Agency, Governor’s Office and members of the California Legislature.

Oversees and coordinates the development of TEROC’s biennial Master Plan for Tobacco Control in California, which provides detailed recommendations for improving TCB’s effectiveness.  Duties include consulting with TEROC and providing guidance in the plan development and recommendations.

10%
Provides policy review and analysis of reports produced by the TCB Evaluation, Local Program, and Media Campaign Units.  Makes recommendations as they relate to strategic planning and policy development and makes recommendation for changes or improvements for tobacco education programs.

10%
Participates in the development, monitoring, and evaluation of the various components of TCB including statewide and local education projects, technical assistance and training efforts, and the media and public relations campaigns.  This involves assessing overall program needs, developing project proposal guidelines and grant-award criteria, negotiating project scopes of work, monitoring project performance, reviewing and analyzing evaluation results, developing effective tobacco control messaging, and assessing project cost effectiveness.



	Percent of Time
Marginal Functions

10%
Represents the Department on national and international policy workgroups in developing policy direction for tobacco control programs.  Consults with and provides Departmental input to the World Health Organization, the federal Centers for Disease Control, the National Cancer Institute, the National Institute of Health, the Robert Wood Johnson Foundation, etc.  

5%
And, other duties as required.
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