Washington Management Service (WMS)
Position Description

	Position Title:

Director, Office of Infectious  Disease
	Position Number/Object Abbreviation:

70088197

	Incumbent’s Name (If filled position):

 Vacant
	Agency/Division/Unit:

DOH/DCHS/ID

	Address Where Position Is Located:

301 Israel Road, SE, 2nd Floor, Tumwater
	Work Schedule:

Part Time  FORMCHECKBOX 
   Full Time  FORMCHECKBOX 

	Overtime Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Supervisor’s Name and Title:

Jennifer Tebaldi, Assistant Secretary, Division of Disease Control and Health Statistics
	Supervisor’s Phone:

(360) 236-4204

	Organizational Structure

Summarize the functions of the position’s division/unit and how this position fits into the agency structure (attach an organizational chart). 


	This position reports to the Assistant Secretary of the Division of Disease Control and Health Statistics.  The mission of this division is to work within the governmental public health system and with other public health partners to implement public health programs, take public health actions, develop public health policy, and conduct assessment activities to improve the health of the people of Washington.
This position is the Director of the Office of Infectious Disease (ID).  It is one of four Office Director positions in the division.


	Position Objective

Describe the position’s main purpose, include what the position is required to accomplish and major outcomes produced. Summarize the scope of impact, responsibilities, and how the position supports/contributes to the mission of the organization. 


	The Office Director is responsible for planning, coordinating, and directing all activities of the Infectious Disease office. The position provides the vision and leadership to plan, develop, implement, administer, and evaluate statewide infectious disease control efforts. These efforts support the agency's strategic plan, comply with state and federal laws and regulations, and ensure appropriate use of resources.
This position leads the Office of Infectious Disease, which consists of four programs:  the Infectious Disease Prevention Section, HIV Client Services, TB Services, and the ID Assessment Unit.  The position also oversees administrative and fiscal staff that support the office.  The mission of the Infectious Disease Office is to provide statewide leadership, support, and policy development in the areas of infectious disease detection and control. This work is accomplished in close cooperation with local health jurisdictions, health care providers, non-governmental agencies, and members of advisory and planning groups.
The position establishes the goals and priorities of the Office of Infectious Disease to achieve maximum results in alignment with the priorities of the division, agency, and Washington's governmental public health system.


	Assigned Work Activities (Duties and Tasks)
Describe the duties and tasks, and underline the essential functions. Functions listed in this section are primary duties and are fundamental to why the position exists.  For more guidance, see Essential Functions Guidance.


	1. Provide leadership and direction of the Office of Infectious Disease programs within the framework of the agency and division strategic plans and other guidelines and in compliance with other published health and funding source standards and requirements.
2.   Assure management of fiscal and human resources  allocated to programs, including  supervision and

      evaluation of four professional managers.  Oversee and approve annual budgets and expenditures of office programs.
3. Collaborate/coordinate office activities and those of the division and the agency as a member of the DCHS DLTeam leadership team, thereby identifying and resolving operational issues. 

4. Within the Office of Infectious Disease, assure integration of infectious disease detection and control activities within the division (CD Epi, Public Health Lab), within/between agencies, and with local partners (local health jurisdictions, community based organizations,  health care providers and plans, and others).
5. Provide leadership as governmental Co-Chair of the WA State HIV Prevention Planning Group and as AIDS Director for Washington State. Act as primary DOH spokesperson for HIV/AIDS issues.
6. Assure ongoing cooperative working relationships between office programs and their major constituents, stakeholders, private partners, and funding agencies, particularly the federal Centers for Disease Control and Prevention and the Health Resources Services Administration.
7. Develop, analyze, and review legislation, rules, and procedures, providing interpretation to staff, health care providers, and the public in areas within the office scope. Coordinate activities in these areas, including with the State Board of Health.
8. Represent the office at meetings, in projects involving the agency, and with external stakeholders.
9. Assure, at the program level, that all contractual funds meet state and federal requirements.
10. Plan, lead, organize and control the work performed by the office.
11. Assure appropriate and optimum use of the organization's resources and enhance the effectiveness of employees through timely appraisal and professional development opportunities.
12. Support effective communications throughout the organization. Maintain the highest standards of personal, professional, and ethical conduct and support the state's goal for a diverse workforce. 
Communicate significant issues for transparent and effective resolution to the Assistant Secretary and Office of the Assistant Secretary’s leadership team. 
13. Support the agency’s role as a First Responder in public health emergencies by obtaining role-specific training and acting in that assigned role during training activities and actual events.  

In order to effectively perform the functions described here, this position is required to be actively involved in local, state, and/or national health organizations (such as the National Alliance of State and Territorial AIDS Directors) as identified by the supervisor and office.  This involvement may include participation in organizational activities, conferences and include work on committees and leadership activities.  This work provides this position with the necessary and required professional information to directly perform their work in an informed and knowledgeable manner.  Additionally, it is critical to the mission of the agency that we have an active voice and presence in a variety of professional public health communities and are involved in important changes and movements within these organizations.


	

	


	Accountability – Scope of Control and Influence

	Provide examples of the resources and/or policies that are controlled and influenced.


	This position has overall accountability for interpretation and accurate application of federal and/or state laws, rules and policies regarding HIV/AIDS, STDs, TB, and adult viral hepatitis. This position must collaborate with local health jurisdictions and other community partners in all phases of the office's goal to control infectious diseases (including policy development, implementation, and evaluation). The Office Director must be able to collaborate with national partners, peers, and other state leaders and organizations. The Office Director is expected to formulate agency and legislative policy recommendations for Assistant Secretary and executive management approval. This position reviews and approves all analyses of bills proposed by the legislature which would impact programs in the Office of Infectious Disease. This position also assures state program and contractor policy compliance.



	Describe the scope of accountability.


	This position directs and controls all functions, programs, personnel, and resources of the Office of Infectious Disease. The position is accountable for results of four programs; satisfying a complex array of funders and producing required deliverables; and managing relationships with public, private, and non-profit partners and stakeholders at the national, state, and local level. 





	Describe the potential impact of error or consequence of error (impacts unit, division, agency, state).


	Failure to maintain control of these resources such as inability to fulfill grant requirements would result in a loss of funding to the state which supports essential programs. This would place clients who depend on the services provided by our programs, local partners who sub-contract to provide service to communities across our state, and the staff who support and guide these activities at risk.



	Financial Dimensions

Describe the type and annual amount of all monies that the position directly controls. Identify other revenue sources managed by the position and what type of influence/impact it has over those sources.

	Operating budget controlled.


	· This position oversees management of funds within the Infectious Disease Office, ensuring proper budgeting, accounting, monitoring, contract deliverable fulfillment, and controls.
· Program budgets of approximately $100 million biennially, which includes state general funds, federal grants, and local funds.



	Other financial influences/impacts.


	· The Infectious Disease Office director, as a member of the division DCHS leadership team (DLT), will contribute to division decisions on priorities for funding solicitation/application, investment, integration or reduction.



	Supervisory Responsibilities

	Supervisory Position: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

If yes, list total full time equivalents (FTE’s) managed and highest position title.

Manages  75 FTEs, of which 8 are direct reports  (highest direct report title:  WMS 2)


	Decision Making and Policy Impact


	Explain the position’s policy impact (applying, developing or determining how the agency will implement).


	· Assesses the impact of systems, environments, laws, and regulations on infectious disease prevention and control.
· Uses policy as a tool to advance infectious disease prevention and control.
· Addresses the social determinants of health in program and policy activities.
· Represents the Department  of Health at the national level as the Washington  State AIDS Director with the
National Alliance of State and Territorial AIDS Directors.



	Is the position responsible for making significant recommendations due to expertise or knowledge? If yes, provide examples of the types of recommendations made and to whom. 



	This position advises the Assistant Secretary for DCHS as well as the Deputy Secretary and Secretary of Health and works with partner agencies to recommend strategies for collaboration, innovations, quality improvement, and cost reduction. These strategies relate to both the governmental public health system and the health care delivery system and are aimed at reducing the burden of infectious disease, increasing the quality of life for those living with chronic infectious diseases such as hepatitis and HIV, improving care, and maximizing resources.
Examples  of recommendations based on specific expertise or knowledge:
· Ensuring consistency in disease control practices across infectious disease programs.
· Recommending and implementing policy changes that allow for better provision of clinical preventive screening, such as HIV testing.



	Explain the major decision-making responsibilities this position has full authority to make.


	Decisions made by the Office Director:
· Makes major decisions that are normally broader than individual program decisions.  
· Provides decisions and judgments on strategies and programmatic shifts in direction or policy.
· Reviews and approves grant applications and new programs.
· Provides consultation and approval of program specific policies as recommended by managers.
·   Coordinates the development and implementation of overall strategic plan goals and objectives for the office.
·   Overall organizational structure, staffing, budget allotments, and expenditures.

·   Implementation of legislation and oversight of rules content necessary to implement statutes.

Decisions taken to Assistant Secretary:
·   Issues that threaten public health and safety.
·   Organizational changes.
·   Policy recommendations  having division, agency or partner impact, including proposed or revised RCWs and WACs
·   Fiscal intent to apply for new program grants.
·   Biennial budget requests.
·   Documents requiring upper level signature authority.
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  Formal disciplinary actions, other personnel issues or actions requiring the Assistant Secretary's authority.
·   Need for legislative initiatives

·   Challenges or barriers that arise in achieving expected performance targets.

	


	Describe whether decisions are of a tactical or strategic nature and how decisions are made. For example, is there known precedent, is it somewhat unfamiliar, or unknown and unexplored?


	Decisions are mainly strategic as this level may involve consultation to ensure alignment with legal precedent, political will, and statewide/national policy. This position may guide the development and trial of innovative new approaches given that the role of governmental public health is evolving in the era of health reform.



	What are the risks or consequences of the recommendations or decisions?


	Decisions made by this position will determine the set of services, strategies, and resources devoted to preventing and treating infectious disease, thereby improving the health of people and communities in Washington. This will involve innovation and partnership as we navigate the changes of health reform and seek new ways of doing business in light of resource constraints resulting from revenue shortfalls and budget challenges at the local, state and national level.



	Qualifications – Knowledge, Skills, and Abilities 
List the education, experience, licenses, certifications, and competencies.

	Required Education, Experience, and Competencies.



	Required Education:
Bachelor's degree in business administration, public administration, public health or related field from an accredited university.
Required Experience:
Seven years of relevant management experience  in all of the following areas:
· Effectively leading and directing a large group of managers and professionals.
· Directing the development of necessary legislation, budgets, and application of resources.
· Leading process improvement activities, resulting in improved service, efficiency or cost savings.
· Partnering and collaborating with the community, local health jurisdictions, and other state and federal agencies.
· Strategic planning, grant writing, and grant management.
· Translating policy into organizational plans, structures, and programs.
· Overseeing spending plans, variance reporting, and budgets for grants.
Five-years of experience in infectious disease control with knowledge in the following areas:
· Program specific understanding of epidemiology.
· Principles of behavioral risk theories including the natural history of disease and precepts of clinical care.
· Development and understanding of complex/controversial program specific public health policy.
· Applicable state and federal laws/regulations.
Knowledge required:
Familiarity with the core public health functions including theory, practice, and evaluation.
Leadership Competencies

Know  Yourself:

Demonstrates self-awareness, self-management, ethics, integrity, and continual growth and learning. A person who knows themselves is able to identify their thoughts, feelings, and wants and then effectively put them into words in the moment.  They ask for feedback, are aware of their patterns, strengths and limitations, and they seek knowledge to continually learn and grow from their experiences. They act with integrity, follow-through, and model the way.
Understand Others:

Demonstrates interpersonal awareness and the ability to be inclusive.  A person who understands others knows that everyone has their own experience of any given situation.  They seek to understand all perspectives and leverage the generative nature of differing opinions and experiences so that outcomes are of the highest quality.
See the Whole:

Demonstrates organizational and political awareness, relationship building skills, and effective decision making.  A person who sees the whole understands how the agency is connected in vision, mission and function. They are able to balance state government, DOH, division, office, and stakeholder interests to make effective decisions as well as champion decisions that have been made.  They know the importance of relationships in understanding all perspectives and demonstrate effective group behaviors.
Create an Environment of Success:

Demonstrates the ability to integrate performance leadership into program activities, provide coaching and mentoring for improved success,   provide personalize recognition and celebrate successes, and displays characteristics of interpersonal influence.  A person who creates an environment of success is able to clearly articulate their vision and expectations to their team and garner commitment. They ensure accountability and continued success through feedback, coaching, and recognition. They diligently apply the PLAN, DO, CHECK/STUDY, ACT methodology to ensure that activities are effective and efficient.
Management Competencies
Communication: Appropriately informs superiors on emerging issues, options, and results; inspires subordinates to follow and succeed; demonstrates active listening and collaborative planning; responsive to customer needs, internal and external.  Excellent written and oral communication skills are required to address a variety of audiences, including local, state, and federal agencies, medical professionals, tribal governments, the legislature, the media, and the public.  
Management:  Highly skilled in management, supervision and positive motivation of staff.  Ability to recruit, select and retain skilled, motivated and diverse staff.  Develops and positions staff to meet existing and future requirements.  Skilled in providing effective coaching and feedback.

Strategic, Financial and Project Planning:  Aligns activities and resources with the mission and strategy of the organization; anticipates problems and develops contingency plans; states policy options and writes clear and concise statements; and develops and tracks budgets within budget constraints.  

Analysis and Problem Solving:  Demonstrates ability to address problems with new and effective solutions.  Able to identify key facts in an array of data; able to detect when information may be incorrect, missing, or require verification.   Able to accurately select and apply mathematical formulas and statistical techniques to data in order to calculate figures.  Effectively develops and uses performance measures and data to identify opportunities and measure process improvement.  Recognizes the scope of problems and understands the impact of change on others.
Workload Management:  Able to plan and manage time effectively,  and identify and handle competing  priorities; remains acutely aware of timeframes  and successfully  meets deadlines;  able to transition easily between issues, recalling and/or referencing applicable rules and statutes and options available;  able to effectively  organize information and implement procedures to make efficient use of time.
Conflict Resolution:   Able to tactfully present information in an objective and neutral manner; able to remain calm and patient when responding to resistance or conflict; seeks to learn and demonstrates respect for other perspectives; keeps conversations positive, focusing on options, benefits, and sources of assistance; proactively intervenes and negotiates to prevent escalation of conflict.
Ability to Work in a Team and Lead a Team:  Able to build rapport with others and develop and facilitate teamwork within different functional areas; demonstrates respect for others’ perspectives and needs; treats others with dignity and actively supports the good ideas of others; demonstrates broad knowledge of the department and division’s missions and guiding principles, and the teams’ role within that structure.

Problem Solving Facilitation: Able to facilitate the problem-solving process by identifying and communicating key issues, encouraging others to offer solutions, acknowledging and building on good ideas, and directing the group through productive discussions; logically integrates various ideas, intentions, and information to form effective goals, objectives, timelines, action plans, and solutions.

Cultural Competency:   Models and facilitates the development and integration of cultural, ethnic, and gender sensitivity and competence.



	


	Preferred/Desired Education, Experience and Competencies.


	A Master's Degree in Public Health or a related field.




	Special Requirements/Conditions of Employment

List special requirements or conditions of employment beyond the qualifications above.


	N/A



	Working Conditions

	Work Setting, including hazards: 
	Position's assigned duty station is in Tumwater, Washington.

	Schedule (i.e., hours and days): 
	The position requires a 40 plus hour workweek.   Anticipated hours are 8 AM - 5 PM Monday-Friday. Some flexibility in hours through telecommuting  and flex-scheduling may be negotiated.

	Travel Requirements: 
	In state and out-of-state overnight travel is required throughout the year.

	Tools and Equipment: 
	The position requires working knowledge of current word processing,  e-mail and calendaring software and extensive use of a personal computer.  Use of remote e­ mail devices may also be required.

	Customer Relations: 
	Required  frequent contact with customers (local health jursidictions, community­

based providers,  other stakeholders).


	Other: 
	Department  of Health employees may be needed to provide leadership and support during and outside regular hours in the case of a public health emergency.


	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 actions taken by Human Resources will be reflected on the Position Evaluation Summary form.
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