Department of Health A

Functional Job Description – Public Health Section Chief I

Cessation Section Chief

Minimum Qualifications: 

The formal education equivalent of a bachelor's degree in public health, public administration, or related field; plus two years of work-related experience, including one year of supervisory experience. Additional requirements determined by the agency for recruiting purposes require review and approval by the Office of Personnel Management. OTHER JOB RELATED EDUCATION AND/OR EXPERIENCE MAY BE SUBSTITUTED FOR ALL OR PART OF THESE BASIC REQUIREMENTS, EXCEPT FOR CERTIFICATION OR LICENSURE REQUIREMENTS, UPON APPROVAL OF THE QUALIFICATIONS REVIEW COMMITTEE
Job Summary: 

This position is responsible for managing the Tobacco Prevention and Cessation Program (TPCP) Cessation Section including managing the administration of the American Recovery and Reinvestment Act funding as it relates to cessation services. This position is responsible for the coordination and implementation of cessation interventions and efforts in the state; assuring collaboration between the cessation contractors as they interact with other TPCP programs and contractors; promotion of cessation services through healthcare providers, coalitions, local health units and other partners; and promotion of the implementation of the Public Health Services evidence-based clinical practice guideline on cessation. All TPCP employees must be tobacco free.
Job Duties & Responsibilities 

General Management (50%)

1.    Develops goals and objectives for the Cessation Section.

2.    Utilizes evidence-based research to plan/develop/expand cessation interventions.

3.    Provides cost analysis related to the State Tobacco Quitline (ATQ).

4.    Directs management of the TPCP cessation contracts (ATC, quitline evaluation, provider outreach & training

       contract, etc.).

5.    Makes program adjustments to achieve goals and objectives of the section and overall TPCP strategic plan.

6.    Prepares and presents scientific papers on tobacco control programs and issues. 

7.    Collaborates with the Health Communications Section on the production and approval of press releases, brochures,

       fact sheets and other cessation intervention materials. 

8.    Makes cessation related media presentations. 

9.    Attends monthly/biweekly/weekly CDC (including ARRA), cessation contractors, Legacy or other partners

       conference calls.

10.  Serves as a liaison with North American Quitline Consortium and maintains up-to-date interactions with their

       technical assistance.

11.  Serves on committees, work groups, advisory boards, etc.

12.  Directs the management, administration and reporting of the American Recovery and Reinvestment Act funding as

       related to cessation. 

13.  Makes hiring decisions for staff within section; supports hiring process with TPCP broadly

14.  Assists with the preparation of responses to legislative or senior management inquiries

15.  Represents TPCP at local, state, and national meetings

16.  Participates with TPCP Advisory Committee(s) and/or partner coalitions

17.  Conducts performance evaluations on timely basis, counseling sessions and disciplinary actions as indicated

18.  Directs implementation of staff training and development plans (including self)

19.  Ensures maintenance of Cessation Section records (including computer back-up) including Desk Reference(s)

20.  Prepares and submits required reports

21.  Other duties as assigned

Collaboration and Adaptability (20%)

1.   Collaborates with Health Communication Section to assure effective media/health communication efforts

       support the quitline and other cessation interventions.

2.   Collaborates with State & Community Section to maximize education and support for cessation interventions.

3.   Collaborates with evaluation partners to assure review of programs and services.

4.   Fully supports and informs TPCP Medical Director on a timely basis of Cessation Section projects and activities.

5.   Serves on the TPCP management team.

6.   Participates fully with other TPCP staff in developing and delivering the strategic plan in collaborative manner

7.   Supports team building within section and within TPCP.

8.   Partners with other sections and programs at the ADH.

9.   Adapt to circumstance changes fast and efficiently in order to achieve desired outcomes.

Accountability, including Code of Conduct (15%)

1.   Performs duties in an ethical manner.

2.   Insures operational compliance with state/federal laws and regulations.

4.   Ensures operational compliance with ADH policies and procedures.

5.   Ensure that project deadlines are met and, if not, parties involved are informed.  

Job Knowledge & Quality of Work (15%)

1.  Demonstrates thorough understanding of job responsibilities.

2.  Seeks opportunities to increase knowledge, abilities and skills.

3.  Demonstrates exceptional, quality work and efficiently.

Knowledge, Abilities & Skills (KAS):

· Knowledge of state and federal  laws and regulations, methodology, and practices relating to administering public health programs. 

· Ability to interpret, analyze, and resolve complex administrative and personnel problems. 

· Ability to monitor the effectiveness of public health programs and services. 

· Ability to effectively communicate in oral and written formats. 

· Ability to analyze data, prepare reports and produce recommendations.

Special requirement: 

· Leadership & organizational skills; in-state & out-of-state travel; may require work outside normal working hours

