

Please fax the completed form to the Office of Personnel Services - Fax Number: (304) 558-6531

	Office/Facility/District:
	BPH/Office of Epidemiology & Health Promotion

	
	

	Classification:
	9589

	
	

	Position #:
	00768
	
	 FORMCHECKBOX 

	Civil Service Covered
	 FORMCHECKBOX 

	Exempt

	
	

	Projected Annual Salary Range:
	$ 23,784 - 43,992.................................

	
	

	Funding Sources:
	 FORMCHECKBOX 

	Federal
	% .100.......
	 FORMCHECKBOX 

	State
	% ............
	 FORMCHECKBOX 

	Other
	% ...........

	
	

	
	

	Duties of Position:
	List only the major functions of the position.

	
	

	The program coordinator will provide support and assist with administrative oversight of the WV Tobacco Cessation Program. This position performs professional work at the advanced level in the coordination of all activities for the tobacco cessation program included but not limited to: Planning conferences and meetings; statewide educational presentations; research and develop tobacco cessation guidelines and procedures; participation in community planning meetings and promoting programs through health fairs and conferences; teaching tobacco cessation classes throughout the state; excellent writing skills; providing grants management and technical assistance to tobacco cessation program grantees; assisting with policy planning and research, facilitating the statewide cessation advisory committee; assisting with grant writing; and prepare brochures, fact sheets, training materials. Integrating with other internal and external chronic disease programs. Both in-state and out-of-state travel required.

	
	

	
	

	Nature of Critical Need (Justification):  Please be concise and use the space provided to address the nature of critical need as well as the reason why the duties of the position cannot be absorbed by existing staff.

	
	

	The Cessation Coordinator will represent the Cessation Program and the Division of Tobacco Prevention when the CIA Program Manager is not available.  This position is of critical need because of meeting requirements of grants and other funding agreements and as an essential staff member of the DTP ‘team’ in maintaining and developing aspects of the Cessation Program. Function of this position cannot be absorbed by current staff.
Funding - 0407 2009 2861 906 
Funding source:  8802-2009-0506-096-286100


	

	Administrator/Director/Manager:
	

	
	

	Fax Number:
	558-8740
	
	Date:
	

	

	Bureau Commissioner:
	

	
	

	Fax Number:
	     
	
	Date:
	


NOTE:  This is a fillable form.  Areas in blue are informational only and are invisible on printed material.  Save this form on your computer by selecting "File", "Save As", type in file name and click "Save".  Open the form in MS Word to make it fillable.  Type required information into gray areas and use the "Tab" key to move to the next form field.  Print form when completed. 
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