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	Position Information

	[bookmark: Dropdown1]Action:       Date: 04/11/2012
Proposed Class Title: HSC 3
	HR Approved Class Title:
     
	Effective Date:
     

	Current Class Title:
     
	HR Approved Overtime Eligible:
Yes |_|   No |_|
	Seasonal/Cyclic:
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Yes |_|   No |_|

	Work Schedule:
Full Time |_|   Part Time |_|
	Position Number/Object Abbreviation:
     
	Salary Range:
55

	Position Covered by a Bargaining Unit: Yes |_|   No |_|
If yes, select union: 
	Assignment Pay:
Dual Language |_|   Other |_|      

	Incumbent’s Name (If filled position):
     
	Address Where Position Is Located:
310 Israel Rd SE Tumwater, WA

	Agency/Division/Unit:
PCH/OHC/CBP
	Supervisor’s Name and Title:
Paul Davis, Tobacco Prevention and Control Program Manager

	Supervisor’s Position Number:
70088166
	Supervisor’s Phone:
236-3642



	Position Objective
Briefly explain the purpose of the position and how it supports the organization’s mission (attach an organizational chart).

	The purpose of Youth Tobacco Access and Cessation Coordinator position is to provide content expertise and contract management of cessation and youth tobacco prevention components of the Tobacco Prevention and Control Program. This position will ensure that tobacco cessation and youth prevention strategies, including operation and promotion of the quitline and activities to prevent youth from using tobacco, are incorporated within the broader context of chronic disease prevention to increase reach and desired outcomes.  Tobacco use continues to be the number one cause of chronic disease related morbidity and mortality in Washington State.  Preventing youth from starting to use tobacco and helping people to quit using are critical components of chronic disease prevention and essential to fulfill mission of the agency.

	Assigned Work Activities (Duties and Tasks)
Describe the duties and tasks, and underline the essential functions. Assign a percentage of time to each duty. Task statements should describe the action performed; to whom or what; using what tools, equipment, methods, and/or processes; and the final product or outcome.

For more guidance, see Essential Functions Guide and Examples of Work Statements.

	% of time
(Must total 100%)
	List the assigned work in order of importance, with essential functions underlined.

	50%

	Duty: 
Coordinates state program planning for cessation efforts.  This includes providing content expertise in creation of web based and written cessation promotional materials. Responsible for creation and distribution of cessation promotional materials including updating and creating web materials distribution of written materials to medical clinics, and coordination of healthcare provider outreach efforts to ensure that existing efforts are integrated into the ongoing healthcare reform efforts including the creation of medical home/patient-centered health home infrastructure. 
Tasks include: 
- Guides the strategies into the Tobacco Prevention Program’s CDC core federal grant, and annual and strategic planning process to promote cessation.
- Participates in the identification of tobacco prevention and control program capacity and infrastructure to promote cessation to identify focused key strategies and priorities, and to determine funding allocations for cessation components of the program. 
- Oversees development and distribution of written materials to promote cessation including quitline cards and other written material to promote cessation.
- Coordinates with internal agency personnel and stakeholders to develop web based cessation promotional material to be housed on the cessation website www.quitline.com   
- Refocuses and expands relationships and partnerships with diverse community and state organizations including healthcare organizations, networks, behavioral health organizations, and groups to effectively reach, engage, and mobilize communities to promote cessation.
- Serves on agency/office committees, workgroups and other mechanisms to advance tobacco cessation especially as they relate to healthcare reform and efforts to ensure healthcare systems provide primary prevention interventions including tobacco screening and cessation referral.  
- Manages contracts for quitline and healthcare provider outreach work, including developing the Statement of Work and associated budget in consultation with the TPC Program Manager.

	45%

	Duty:
Coordinate state program planning for reducing youth access to tobacco.  This includes oversight of the state’s compliance check and retailer education program. 
Tasks include :
- Provide leadership and coordination of the compliance check program to ensure compliance checks are conducted in accordance with the Synar Amendment to the Substance Abuse Prevention and Treatment Block Grant.  
- Participates in the identification of tobacco prevention and control program capacity and infrastructure to promote youth prevention efforts.  Identify key strategies and priorities, and to determine funding allocations for cessation components of the program.
- Provide training to local health departments and community organizations on retailer education.
- Ensure distribution of written and electronic educational material to tobacco retailers in coordination with the federal Food and Drug Administration’s Center for Tobacco Products. 
- Manage contracts for Liquor Control Board to enforce youth access to tobacco laws.
- Manage contracts for local health departments or their designees to mobilize communities against youth tobacco use. 


	5%
	Duty:
Other duties as assigned by the program or CBP section manager.
Tasks include: 
-This may include providing leadership and support during and outside of regular hours in case of a public health emergency.
-Demonstrate a clear commitment to promoting health equity. Include application of health equity principles when providing guidance and directions. Recognize how the determinants of health influence the health and well being of specific populations.



	Lead Work/Supervisory Responsibilities

	Lead Position: Yes |_|   No |_| 
Supervisory Position: Yes |_|   No |_|
If yes, list each direct report below.
	|_| Assigns Work     |_| Instructs Work                     |_| Checks Others’ Work        |_| Plans work          |_| Evaluates Performance      |_|*Takes Corrective Action  |_|*Hires                   |_|*Terminates
(*Has the authority to effectively recommend these actions.) 

	Class Title of Direct Report(s)
	No. of Positions
	Work Schedule

	     
	     
	  

	     
	     
	   

	     
	     
	  

	     
	     
	  

	     
	     
	   

	     
	     
	  

	Add information that clarifies this position’s lead or supervisory responsibilities:
     




	Working Relationships
Level of Supervision received (check one): For more guidance see: Glossary of Classification Terms.



	|_| Direct/Close Supervision: Most work is reviewed in progress and upon completion.
|_| General Supervision: Completed work is spot checked. 
|_| General Direction: Completed work is reviewed for effectiveness and expected results. 
|_| Administrative Direction: Completed work is reviewed for compliance with budget, policies, laws, and program goals.

	Add information that clarifies this position’s interactions with others to accomplish work:
Work as team member and as an independent thinker in a fast paced enviroment while managing work load.  




	Continuity of Operations Plans (COOP) Designation – For Disaster or Emergency Recovery
For more information see: COOP and Critical Positions.



	Is this position critical based on agency COOP? Yes |_|   No |_|
If yes, describe how the position supports the agency COOP Critical Functions:
     



	Working Conditions

	Work Setting, including hazards: 
	Work in excess of 40 hours per week to meet critical deadlines and attend meetings throughout the state

	Schedule (i.e., hours and days): 
	M-F 8-5

	Travel Requirements: 
	Frequent travel statewide, including sometimes overnight.  Occasional national travel requiring overnights and/or weekend travel.      

	Tools and Equipment: 
	60% of day spent on the computer and phone.  Ability to learn and operate Microsoft office software.

	Customer Interactions: 
	Works as a team member and as an independent thinker in a fast paced environment while managing work load

	Other: 
	Respond to late breaking assignments with short deadlines

	Qualifications
List the education, experience, licenses, certifications, and competencies (knowledge, skills, abilities, and behaviors).

	Required Qualifications: 
Bachelor’s degree in public health, social work, health education, public administration or related fields.
Three years of professional management consultation experience in chronic disease prevention.  
At least two years experience working in a health clinic, dental clinic, or behavioral health clinical setting.  
Experience creating and managing contracts. 
Basic skill level using spreadsheet software, such as Microsoft Excel, to create, modify, print, and format spreadsheets, find and replace data, and work with basic formulas and functions.  Use templates, styles, AutoFormats, and multiple worksheets.
Basic skill level using word processing software, such as Microsoft Word or WordPerfect, to create, format, edit, preview, print, and save documents.  Use standard functions to select, edit, copy, paste, format, and spell check text. Create bulleted and numbered lists, indent and align paragraphs, and use bordering and shading features.

	Preferred/Desired Qualifications:
Masters degree in public health, health education, public administration or related fields and three years of professional management consultation experience in chronic disease prevention.
Experience with tobacco cessation interventions.  
Experience with tobacco or other public health regulations and oversight.

	[bookmark: _GoBack]Achievement Orientation – Adds value through personal contribution, technical knowledge, and group achievements.

Analysis and Problem Solving – Demonstrates ability to address problems with new and effective solutions

Communication – Demonstrates ability to effectively give and receive information both orally and in writing to diverse audiences

Cultural Competency – Demonstrates respect for others regardless of their position and actively seek out different points of view to benefit from different perspectives.

Customer Service Oriented – Develops and maintains effective working relationships with partners and stakeholders.

Workload Management- Effectively organizes multiple assignments, sometimes of a complex nature or involving competing priorities, to produce work products that are accurate, thorough, and on time.

Interpersonal Skills and Influence- Adapts to and works effectively with a variety of situations and people to effectively persuade others to voluntarily change their beliefs, attitudes, and organizational systems to improve outcomes.

Technical and Professional Competence- Applies professional and technical knowledge and skills to fulfill job requirements.

Adaptability/Flexibility- Adapts easily to changing business needs, conditions and work responsibilities; adapts approach, goals and methods to achieve successful solutions and results in dynamic situations.



	Special Requirements/Conditions of Employment
List special requirements or conditions of employment beyond the qualifications above.

	

	In-Training Plan, If Applicable

	




	Acknowledgement of Position Description
The signatures below indicate that the job duties as defined above are an accurate reflection of the work performed by this position.

	Date:
     
	Supervisor’s Signature (required):
     

	Date:
     
	Appointing Authority’s Name and Title:
     
	Signature (required):
     

	As the incumbent in this position, I have received a copy of this position description.

	Date:
     
	Employee’s Signature: 
     




Position details and related action have been taken by Human Resources as reflected below.
	For Human Resource/Payroll Office Use Only

	Approved Class Title:
     
	Class Code:
     
	Salary Range:
     
	Effective Date:
     

	Pay Scale Type:

	Job Analysis On File?
Yes |_|   No |_|
	Position Type (Employee Group): 
	EEO Category:


	Employee Sub-Group:

	Position Retirement Eligible:
Yes |_|   No |_|
	Position is:
Funded |_|   Non-Funded |_|
	Workers Comp. Code:


	County Code:
     
	Business Area:
     
	Personnel Area (FEIN):
     

	Cost Center Codes

	COST CENTER
	PCT. (%)
	FUND
	FUNCTIONAL AREA
	COST OBJECT
	AFRS PROJECT
	AFRS ALLOCATION

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	Date: 
     
	HR Designee’s Name: 
     
	HR Designee’s Title: 
     
	HR Designee’s Signature:
     

	Date: 
     
	Budget Designee’s Name: 
     
	Budget Designee’s Title: 
     
	Budget Designee’s Signature:
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