Washington Management Service (WMS)
Position Description

	Position Title:

Director of Operations, Public Health Laboratories
	Position Number/Object Abbreviation:

70094635

	Incumbent’s Name (If filled position
	Agency/Division/Unit:

DOH/DCHS/PHL

	Address Where Position Is Located:

1610 NE 150th St., Shoreline, WA 98155
	Work Schedule:

Part Time    Full Time 
	Overtime Eligible:

Yes    No 

	Supervisor’s Name and Title:

Romesh Gautom, Director of the Public Health Laboratories
	Supervisor’s Phone:

206 418 5450

	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 Director of the Washington State Public Health Laboratories (PHL) within the division of Disease Control and Health Statistics in the state Department of Health. The PHL provides diagnostic and follow-up services for newborn screening, testing for infectious diseases and environmental samples for the entire state of Washington. The PHL support the efforts of local health jurisdictions and agency programs in routine disease monitoring as well as during disease outbreaks. The PHL is a specialized facility that works in partnership with the Centers for Disease Control and Prevention to protect the health of people in Washington.  An organizational chart is attached.


	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. 


	This position is responsible for ensuring all facilities within the PHL are operational and meet established standards for safety and performance.  This position oversees laboratory support services that include maintaining the building; shipping/receiving of specimens and samples tested at the PHL; the PHL Training Program; and the Safety Program. The position consults with the three Office Directors for Microbiology, Environmental Laboratory Sciences, and Newborn Screening in order to ensure the daily functioning of the PHL. The position manages laboratories-wide special projects at the laboratory. The position manages the PHL operating budget and capital budget. It consults with and advises the Office Directors on both the entire PHL budget as well as each of the respective office budgets.  It coordinates all of the PHL grants, lab wide human resource needs, and general resource needs such as occupational health and community outreach. This position is a member of the laboratory management team and participates in lab wide discussions to identify key issues and develop and implement policy and strategies to address them.  This position serves as the back-up for the Laboratory Director in his/her absence for all operational activities at the PHL. This position is responsible for developing establishing, implementing, and maintaining policies and procedures for the general operations maintenance of the PHL. This position acts as the liaison between the PHL and other state and national laboratories for mutual support and makes operational decisions associated with that support.  
Responsibilities also include responding to and/or leading building operation emergencies such as power outages, weather related closures, facility operation interruptions, etc. including events outside of normal work hours.



	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.


	This position reports directly to the PHL Director.  As the advisor for operational, administrative and support activities, to the PHL Director, this position is significantly influential in developing policy, setting priorities, and allocating resources within the laboratories.  This position consults with management within the PHL to ensure coordination of overall PHL operations and services to meet the needs of its constituents both within DOH and public health officials in local health jurisdictions and private sector stakeholders.  This position is independently responsible for managing on a day to day basis the laboratory's operational elements in support of the entire laboratories operations, safety and security.
Facilities Maintenance and Operations
This position is responsible for managing, on a day to day basis, the laboratory's operational elements in support of the entire laboratory which includes general safety and function of the PHL. This includes maintaining established systems and processes that protect staff, equipment and buildings in an environment where hazardous materials are used on daily basis. Maintaining compliance with local (fire department), state (L&I) or federal (CDC, FDA, etc.) rules and regulations is essential.
This position provides program development and planning for the maintenance of the facility.  Prioritizes and directs the allocation of resources to provide facility maintenance and necessary upgrades or repairs for the safe operation of all building systems and assets.
This position is responsible for the appropriate distribution of lab space, office space and capital enhancements at the PHL. The position implements improvements to operational, support, and planning functions to maximize the value and use of available resources (funds, equipment, space, and staff.)
This position ensures that specimens and samples, including dangerous potentially communicable disease specimens (e.g. Rabies, TB) and potentially hazardous  samples, are received, unpacked, routed, tested and stored or destroyed according to state and federal standards. This includes maintaining situational awareness, identifying potential issues, and implementing mitigation strategies.
Manages the test-media preparation unit and shipping/receiving process for receipt and shipment of specimen and business correspondence.   

Coordinates and manages the response to facility emergencies, including those that occur after normal business hours and on holidays or weekends.  This includes planning for and directing the staff response and notifying PHL and Division leadership.

The position implements improvements to operational, support, and planning functions to maximize the value and use of available resources (funds, equipment, space, and staff).
In coordination with the PHL Director and other laboratory leadership, this position is responsible for implementing and monitoring the progress of PHL’s strategic plan. This position also leads operational initiatives contained in the agency and/or division strategic plan.  
Facility Safety and Security

Manages the security and general safety program at the PHL.  Attends and actively participates in the Safety Committee and Quality Assurance Committee meetings to represent management.  Consults with PHL Director and other lab leadership in reviewing safety reports and safety committee minutes, and makes suggestions for the disposition of 
committee’s recommendations.  
Oversees the physical and operational security programs to include patient confidentiality, electronic locks, proximity card systems, and facility visitor’s policy, building access, sharing of procedures/samples/specimens/data, etc.  Ensures that laboratories-wide safety manuals are up-to-date.
Provides supervision and management of the building security systems, plans for replacement and enhancements to coincide with lab function development and growth.  Responsible for building access card tracking and issuance.
Budget

Monitors all budget activities within the PHL for both the operating and capital budget according to agency standards for fiscal management.  Coordinates all grant applications from the PHL.  Develops all PHL proposals to request new resources (decision packages).

Prioritizes and directs the allocation of resources to provide facility maintenance and necessary upgrades or repairs.   Oversees the procurement of new equipment, instruments and technology while assessing its impact on operational resources and existing infrastructure. 

This position manages/coordinates bill analysis and fiscal notes during legislative session in consultation with the PHL Director and the Office Directors. This position will responsible for analyzing lab testing data to break it down between public health testing and diagnostic testing to determine the cost recovery or charge back systems.

Capital Activities: 

Leads the capital planning process to maintain and enhance laboratory capability, to keep pace with technological advances and laboratory growth. Participates in the long-range planning committees, including master planning meetings, to develop laboratories space and operational needs that will support the Agency’s mission and the PHL’s strategic plan. It provides oversite of approved capital projects during design and construction.
Emergency Response:

This position is designated as essential during emergencies.  During state public health emergencies, many or all PHL staff may be called to respond.  This position serves in a business continuity role during emergencies because it is essential to the continued performance of critical activities at the PHL.

Training

Supervises training activity and technology transfer for PHL employees.
External Relations
Interfaces with outside partners and submitters of samples/specimens to ensure a high level of customer service and satisfaction.  Documents customer concerns and implements effective corrective actions to customer’s problems.  Oversees lab wide customer services and promotes quality for the services provided by the PHL. 

Represent the PHL on long-range planning committees, including master planning meetings with DSHS Fircrest Campus.

This position manages PHL public outreach, conducts and organizes PHL open houses and coordinates the activities of the PHL staff and the DOH Communications office.  Public outreach efforts educate PHL customers and the local community about the capabilities and activities of the Laboratories in order to strengthen local community bonds.


	Accountability – Scope of Control and Influence

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


In conjunction with the Laboratories Director and lab leadership team, this position assures appropriate and optimum use of the organization's resources through regular management of the operating and capital budgets. Provides analysis of program costs versus benefits and recommends adoption or discontinuance of PHL programs. This position coordinates with Office Directors to ensure that all elements of the strategic plan are implemented and monitored in their sections.  Additionally, responsibility includes managing laboratories-wide programs such as the Safety program, receiving, and budgeting for the PHL, and the PHL Outreach program.
	Describe the scope of accountability.


	The position is accountable to the PHL Director for the day to day operations of the laboratories as a whole. The PHL is Washington’s only statewide public health laboratory and provides services to clinical labs in the state as well as to the Centers for Disease Control and Prevention and the Food and Drug Administration.  This position is responsible for managing, on a day to day basis, compliance with state and federal standards to ensure established systems and processes protect staff, equipment and buildings in an environment where hazardous materials are used on daily basis. This position ensures that specimens and samples, including dangerous potentially communicable (e.g. TB, Rabies) disease specimens and potentially hazardous samples, are handled in a safe manner according to state and federal regulations.  


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


	Failure to ensure laboratory processes are in place, and adhered to, could result in staff exposure to hazardous materials or dangerous communicable diseases.  Complex, high performance equipment and laboratories could be damaged or destroyed impairing the state public health response. 
Failure to monitor budget and spending activities within the PHL, including the operating budget, grants, and capital budget, could result in overspending, inadequate spending and/or loss of state and federal revenue.  

Failure to recommend an adequate and effective mechanism for compliance with local, state or federal rules and regulations could result in substantive punitive fines, loss of certification or closure of the laboratories.


	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.


	The 2015-17 biennial budget is approximately $25 million in State General Funds, Federal Funds, Local Funds, and Other Funds.  This includes direct responsibility for $2,855,723 in federal and state revenue for Building and Grounds, and Lab Support funding as well as oversight of the entire PHL budget in coordination with the Office Directors. 
This position manages the PHL Capital Budget of approximately $4,789,000 and a current 3-year Ebola Federal Grant of $363,811.


	· 


	Other financial influences/impacts.


	Recommends reallocation of funding or FTEs and develops PHL decision package submittals. Makes, advises, and/or recommends to the Laboratories Director for final decision purchases of certain pieces of laboratories equipment (up to $500,000), consultant contracts, and l coordinates federal grants. Analyzes break down between public health testing and diagnostic testing to determine the cost recovery or charge back systems.


	Supervisory Responsibilities

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

The position manages 15 FTE’s (6 direct reports); the highest position is an HSC-4.



	Decision Making and Policy Impact


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


	The position primarily implements, applies, and enforces agency policies as they are presented.  In some cases, such as Information Technology policies, where there are major technical differences between laboratories and office requirements, the position is instrumental in documenting and explaining the need for revised policies.
Recommends reallocation of funding or FTEs and manages PHL decision package submittals, i.e. requests for new funding.  Responsible for determining and coordinating grant applications from all PHL offices. 

Assesses gaps and makes recommendations on facility security.




	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 is expected to make recommendations that may have significant impact on the laboratories operations and strategic goals based upon expected knowledge and expertise. The position also researches and recommends decisions related to major equipment purchases, adequate funding for the statewide public health laboratory capacity, and security.

The PHL was built in 1985 and needs continued resource investment to meet current technical and production standards. The laboratories within the PHL are each complicated work units that must perform at a high level (e.g. the Radiation lab has different requirements than the Shellfish lab).  This position must assess the conditions of each laboratory, and the PHL as a whole, identify physical plant needs, plan for upgrades and ongoing maintenance, identify funding, arrange for the work to be completed by technically competent staff or contractors, and ensure it is completed in an accurate way.



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


	The position has independent authority to ensure safe and efficient operation of the laboratories on a daily basis.  This ranges from making resource and personnel decisions to maintain the facilities environment, to managing emergency situations that may impact staff safety or impede testing (i.e., power outage, fire, earthquake, violence, etc.), to managing personnel and facilities and space to ensure efficient use, and  managing laboratories contracts.
This position determines the response to facility emergencies, including those that occur after normal business hours and on holidays or weekends.  This includes planning for and directing the staff response and notifying PHL and Division leadership.




	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?


	The majority of the decisions made by the position are tactical, relating to day to day laboratories operations.  Day to day operational decision making may require rapid decisions for which there is no known precedent (i.e., dealing with a sink hole in the parking lot, sudden equipment failures, etc.).  Planning for future PHL facility and budget needs is strategic in nature.


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


	The impact of an erroneous recommendation by this positon could jeopardize the health and safety of employees who work with hazardous materials.  Bad recommendations could affect laboratories revenue and funding.  For example, a recommendation to not pursue a certain grant could result in possible loss of thousands of dollars of revenue. Failure to recommend an adequate and effective mechanism for compliance with local, state or federal rules and regulations could result in substantive punitive fines or closure of the laboratories.  



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

	Required Education, Experience, and Competencies.


	Education:  Bachelor’s degree in public administration, business administration, health care administration, public health, science, or closely allied field.

Experience:  Five or more years of relevant, progressively responsible management experience in operation of a health, or related, facility.
Competencies:  This position requires use of advanced management, communications, facilitations, negotiation and consensus-building skills with local and state health officials, the business community, private sector, and the public.  The Director of Operations must be professional and comfortable addressing a variety of audiences with a variety of backgrounds.

The Director of Operations must be proficient in all the Agency core competencies:

· Leadership – Delegates responsibility and promotes a cooperative work environment; creates culture of ethical standards; determines and models when and how to incorporate risk into effective decision-making.

· Strategic, financial, and project planning – Aligns activities and resources with the mission and strategy of the Agency; develops, presents and tracks budgets within budget constraints; develops performance measures to evaluate activities.

· Technical and professional competence – Applies professional skills and knowledge to fulfill job requirements; acknowledges lack of expertise when necessary and seeks input from experts where needed.

· Achievement orientation – Provides services that meet or exceed the needs and expectations of customers, models exemplary behavior to set an example for others, performs work independently, with minimal supervision.

· Analysis and problem solving – Identifies and collaborates with appropriate partners to solve problems effectively and efficiently; uses performance measures to measure success of operational decisions; recognizes the impact of decision on the organization and external partners.

· Communication – Effectively gives and receives information from a variety of audiences; shares and receives feedback positively internally and externally.

· Culturally competent – Models and facilitates the development and integration of cultural, ethnic and gender sensitivity; actively seeks out different points of view and leverages that information into effective decision-making.

· Customer service oriented – Consistently demonstrates a customer-based focus in all decision-making and actions.

· Interpersonal skills – Adept at working with a variety of situations and people; demonstrates diplomacy and provides timely and honest feedback in a constructive and non-threatening manner.


	Preferred/Desired Education, Experience and Competencies.


	Education:  Masters or other advanced degree in public health, public administration, business administration, health care administration, health/laboratory sciences or closely allied field.
Experience:  Five or more years of relevant, progressively responsible management experience in a public health field, preferably a public health laboratory or other health facility setting.
Competencies:  Demonstrated experience with budget preparation, grant writing, financial management, personnel practices and program and policies development. 

Demonstrated leadership experience in an organization and the ability to: balance multiple tasks and prioritize complex demands.

Demonstrated oral and written communication, and facilitation skills in working with technical and non-technical staff, diverse workforce and other organizations/entities. 
Professional level experience in facilities management, equipment maintenance and laboratory operations.


	Special Requirements/Conditions of Employment

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


	


	Working Conditions

	Work Setting, including hazards: 
	Position’s assigned duty station is in Shoreline, Washington.  Work is performed indoors in an office and multifaceted laboratory environment where hazardous materials are used.  Must be willing to work in a smoke-free, drug-free, alcohol-free, scent neutral environment (campus).

	Schedule (i.e., hours and days): 
	Work period is the traditional 40 hour week 8 to 5 Monday through Friday in Shoreline.  Position may be required to work additional hours in the event of special projects, emergencies, disease outbreaks or other exceptional situations

	Travel Requirements: 
	May be required to travel away from the assigned duty station within and outside of the State of Washington and the United States.

	Tools and Equipment: 
	Office duties require use of standard office furniture and equipment (desks, files, cabinets, computer, projector, phone, fax machine and copy machines, etc.).

	Customer Relations: 
	Requires frequent contact with customers (HR staff, agency managers, supervisors, and employees, and public health entities at local, state, federal and international levels). 

	Other: 
	May be required to undergo a background or security clearance as dictated by state and/or federal program requirements.  


	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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