Washington Management Service (WMS)
Position Description
For assistance completing this form, contact your WMS Coordinator.
	Position Information

	Position Title:

Health Promotion and Communication Section Manager
	Position Number/Object Abbreviation:

71024614

	Incumbent’s Name (If filled position):

     
	Agency/Division/Unit:

DOH/PCH/OAS/HPCS

	Address Where Position Is Located:

310 Israel Rd SE, Olympia, WA  98501
	Work Schedule:

Part Time    Full Time 
	Overtime Eligible:

Yes    No 

	Supervisor’s Name and Title:

Janna Bardi, PCH Assistant Secretary
	Supervisor’s Phone:

360-236-3723


	Organizational Structure

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

	The Department of Health works to protect and improve the health of people in Washington.

This position reports to the Assistant Secretary of the Division of Prevention and Community Health. The mission of this division is to enhance the health of communities through culturally sensitive programs that promote a healthy start, healthy choices, and access to services. The Assistant Secretary of the division is appointed by the Secretary of Health. 

This position is the Manager of a Section in the Office of the Assistant Secretary which provides oversight, coordination, and support for the work of the four offices 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 Health Promotion and Communication Section (HPCS) serves as consultants to the Prevention and Community Health Division in health promotion, health education, health communication, health literacy and information design.

Functionally, this section assists programs in developing web content, print and digital materials, social media, surveys and other communication products to meet the health and safety needs of Washington’s population. This section coordinates and supports the division’s efforts to enhance the health of communities in culturally sensitive programs that promote healthy starts, healthy choices and access to services. This section supports the division in strategic thinking and consistent messaging related to preventing disease, improving health literacy and enhancing health behaviors. The section ensures that division communication is aligned with the agency strategic plan as well as the vision for Washington’s public health system. 

The Section Manager position effectively leads and manages HPCS and its 3 units: Health Education, Health Communication, and Information Design. This position is responsible for planning, coordinating, and directing all activities of HPCS, and guides the vision and goals of the section. This position ensures the efforts of the section are 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 Guide.

	1. Provide leadership and direction of the Health Promotion and Communication Section within the framework of the agency and division strategic plans and other public health guidelines.
2. Assure management of fiscal and human resources allocated to section functions, including supervision and evaluation of three professional managers.
3. Collaborate/coordinate section activities with those of the offices in the division and the agency as a member of the Prevention and Community Health Leadership Team.
4. Support division and agency programs by assuring access to information about use of best practices, evidence based public health and public health research. 
5. Provide resources and tools; and support section supervisors and staff who deliver health promotion, health education, health communication and information design services and expertise. 
6. Represent the section and division at meetings, in projects involving the agency, and with external stakeholders.
7. Support agency and division initiatives, including project management of urgent and emerging issues.  
8. Ensure appropriate and optimal use of the organization’s resources and enhance the effectiveness of employees through timely appraisal and professional development opportunities.  

9. Support effective communications throughout the organization.  Maintain the highest standards of personal, professional, and ethical conduct and support the state’s goals for a diverse workforce.

10. Ensure ethical public health and administrative practices, align resources, and motivate a high performing team.
11. Participate in emergency response activities and when the Agency Coordination center is activated.  

	Accountability – Scope of Control and Influence

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

This position oversees the Health Promotion and Communication Section and ensures appropriate use of resources to fulfill commitments and goals in accordance with legal requirements. 

The Section Manager coordinates the division response to agency requests related to health communication, promotion, education, and information design. This position collaborates with division leadership to set a policy agenda that supports the division’s mission. 
Examples include :

· Review sensitive or high profile communication products created by division staff to assure best quality according to best and evidence based practices. 
· Coordinate a process to gather information from across the division to respond to agency requests for the Secretary of Health visits to local community and state organizations.

· Provide access to public health research, best practices and evidence based practices for program development and implementation.
· Oversee maintenance of the division’s internal and external web presence.

· Oversee the process and approvals for all division digital media.

· Support coordination of division surveys.

· Manage the Preventive Health and Health Services Block Grant as the coordinator.

	Describe the scope of accountability.

This position directs all functions, personnel, and resources of the Health Promotion and Communication Section. Position is accountable for productivity and results; and managing collaborative 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).
This section functions within a complex political environment. Failure to successfully navigate the environment could result in internal and external relationship damage that would require rebuilding. It would hamper the department and division in their ability to achieve our goals.

	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 Health Promotion and Communication Section, ensuring proper budgeting, accounting, monitoring, contract deliverable fulfillment, and controls.

The Section budget includes the following:

· About $1.5 million/year from the PHHS federal block grant

· $120,000/year from general fund state

· Indirect funds at the division level for FTE and operating capital

· A variety of funds from other sources (mostly federal) for services provided to agency, division and office programs (billed per project).
This position decides allocations and spending on some funding sources. The Section Manager assists with convening a community advisory group that makes allocation recommendations to the department. This work involves facilitation of group decision-making and consensus development.
Other financial influences/impacts.

The Health Promotion and Communication Section Manager, as a member of the division leadership team, will contribute to division decisions on priorities for funding solicitation/application, investment, integration, or reduction.


	Supervisory Responsibilities

	Supervisory Position: Yes    No 
If yes, list total full time equivalents (FTE’s) managed and highest position title.

Oversees 13 FTEs. Four are direct reports: three Supervisors (CC5 andtwo HSC4) and one Secretary Senior position. Other section staff: four CC4, three HSC3, two HSC2 positions.


	Decision Making and Policy Impact

	Explain the position’s policy impact (applying, developing or determining how the agency will implement).
This position supports the work of the division leadership team by: 

· Setting the direction for the division’s connection to agency efforts in strategic planning, quality improvement, performance improvement, accreditation, and public health standards.

· Contributing to a process of reviewing pertinent data in order to define problems and identify focus areas for the division. 

· Participating in a process that builds on identified focus areas to create policy agendas that support our division and agency mission.

· Identifying and leveraging resource opportunities that align with division priorities.
· Seeking partners who share common goals as identified in policy agendas. 

	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 Prevention and Community Health and works with partner agencies to recommend strategies for partnership development, planning built on data and public health best practice, policy development to support prevention strategies, effective health promotion and education and public health workforce development training. These strategies relate to the governmental public health system and are aimed at maximizing resources, promoting a healthy start, healthy choices, and access to services.
Examples:

1. The Health Promotion and Communication Section Manager oversees division-wide review, analysis and revision of external-facing web content. This includes content at www.doh.wa.gov and the Health Education Resource Exchange. 
2. In alignment with the Center for Public Affairs, the Health Promotion and Communication Section Manager assists the Assistant Secretary by coordinating communication processes for the division. This position will work with the agency’s strategic communication lead to align the division’s processes and plans with the agency’s focus.

	Explain the major decision-making responsibilities this position has full authority to make.
As a member of the division leadership team, this position:

· Makes division decisions that are normally broader than individual section or unit decisions;

· Establishes policies, best practices and strategies about health education and communication for the division, as agreed upon by the division leadership team;

· Coordinates the development and implementation of overall strategic plan goals and objectives for the section;

· Recommends partnership opportunities that support the division’s priorities and policy agenda.
· Creates teams as needed in response to division needs and agency requests.

· Develops process and procedures that allow staff access to resources, tools, services and expertise needed to implement public health best practices. 

Decisions taken to supervisor (Prevention and Community Health Assistant Secretary):

· Issues that threaten public health and safety;

· Organizational changes involving reductions in force or expansion of staffing;

· Biennial budget requests;

· Documents requiring upper level signature authority;

· Formal disciplinary actions;
· 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 at this level and 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. Tactical decisions are made related to ongoing and continuing work.
Examples of decisions include:

· As part of the Division Leadership Team, the Health Promotion and Communication Section Manager will decide on a process for the division to implement the agency’s strategic plan at the office, section and function levels.
· The Health Promotion and Communication Section Manager will staff the Assistant Secretary to respond to agency level studies or initiatives. Decisions will be needed on the process to use, key staff to involve, what background information will be needed by work group members, potential partners, appropriate times and ways to connect with agency decision-makers, and communication strategies.
· The Health Promotion and Communication Section Manager will decide on the most effective ways to communicate both internally and externally. This will involve gathering information from a variety of sources, seeking available resources, creating a plan, seeking buy-in from division leaders, implementing the plan and evaluating the impact. Decisions are needed for each of these steps in a continuing process.

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

Decisions made by this position will determine the set of best practices, priorities, policies and partnerships used to support the work of the division offices and functional areas as we work to improve the health of people and communities in Washington.

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

	Required Education, Experience, and Competencies.
Required Education:

· Master's degree in Public Health, Public Administration, Health Communication or related field, or commensurate experience.
Required Experience:
· Relevant program or management experience, including:
· Effectively leading and directing a group of professionals
· Guiding the development of program policy, budgets and application of resources.

· Leading process improvement activities, resulting in improved service, efficiency or cost savings.

· Experience facilitating integration among public health programs with other state agencies.
Knowledge required:

· Organizational and Political Awareness: Understands vision, mission, functions, resources, values, culture, and business strategies of the agency.
· Familiarity with the core public health functions including theory, practice, and evaluation.
· Management principles and techniques including personnel/supervision, hiring, recruiting, training, mentoring, evaluating, and disciplinary action as necessary.

· Fiscal administration, program planning and administration.

· Understanding of group processes.

Key Competencies:

· Leadership: Demonstrates emotional intelligence, self-awareness and self-regulation; High capacity to manage multiple priorities in the midst of change. Effectively delegates, coaches, and holds self and others accountable to achieve results.

· 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.

· Relating and decision-making: Thinks strategically; Seeks understanding and recruits engagement to analyze data and make timely decisions; Charts a course of action, implements, then adjusts as needed; Sees and cultivates linkages among partners; Promotes principles of cultural competency and understands the social determinants of health.

Other competencies/behaviors required:

· Adherence to High Ethical Standards: Earns the trust, respect, and confidence of co-workers and public through consistent honesty, forthrightness, and professionalism in all interactions. Maintains confidentiality of sensitive information. Avoids misrepresentation. Does not misrepresent self or use position for personal gain. Uses the public’s funds and resources appropriately.

· Development and Continual Learning: Demonstrates an ongoing commitment to learning and self- improvement. Actively works to continuously improve job effectiveness and efficiency. Knows own strengths and applies them effectively; knows personal strengths and weaknesses. Uses failure as an opportunity to learn from past results and continues to learn and grow. Accepts personal responsibility for developing talents and knowledge. Actively acquires new skills and abilities. Seeks information and ideas from many places. Learns from others. Accepts and uses feedback from others.

· 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 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.

· Interpersonal Skills: Adapts to and works effectively with a variety of situations and people.
· Professional and Technical Competence: Applies professional and technical knowledge and skills to fulfill job requirements. Able to navigate and utilize word processing, spreadsheets, and internet programs (to include Microsoft Word, Microsoft Excel, and Microsoft Outlook). Able to produce documents, charts, and written communication.

	Preferred/Desired Education, Experience, and Competencies.
Desired Education:
· Bachelor's degree in Public Health, Public Administration, Health Communication or related field 

Desired Experience:

· 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.
Desired Competencies:

· Ability to inspire and motivate staff to achieve maximum efficiency and results.
· Ability to place the good of the whole above individual interests and achieve group success.

	Special Requirements/Conditions of Employment

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

	     

	Working Conditions

	Work Setting, including hazards: 
	Employee must be willing and able to work effectively in an open office environment. This position requires sitting and working at a computer for extended periods of time. Work is performed almost exclusively indoors in an office environment. Exposure to hazards is limited to those commonly found in government office environments. 

Must be willing to work in a fast-paced environment with multiple assignments and priority deadlines.

	Schedule (i.e., hours and days): 
	Must be able to work in excess of 40 hours per week when necessary to perform the core functions of the position. Standard business hours are Monday – Friday from 8 a.m. to 5:00 p.m., but 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, either alone or with another person, overnight, for several days and/or out-of-state. Willing and able to legally operate a state or privately owned vehicle OR provide alternative transportation while on state business.

	Tools and Equipment: 
	The position requires working knowledge of current word processing, e-mail and calendaring software and extensive use of a personal computer. Remote access to e-mail via mobile device is also required. Duties also require the use of standard office furniture and equipment (e.g., desk, filing cabinet, computer, printer, telephone, fax machine, copy machine, etc.)

	Customer Relations: 
	Daily contact with office-level managers and staff. The position requires the ability to relate to internal and external customers by understanding their needs and being appropriately responsive to their requests. 

	Other: 
	Must be willing to work in a smoke-free, drug-free, alcohol-free, scent-neutral environment.

The position may require moving objects and materials weighing as much as 25 pounds.  Applicant must be capable of performing the essential functions of the position with or without accommodation.   

Department of Health employees may also 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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