Washington Management Service (WMS)
Position Description

	Position Title:

Coordinator, End AIDS Washington (EAW) Intitiatves
	Position Number/Object Abbreviation:

71034506

	Incumbent’s Name (If filled position):

 Vacant
	Agency/Division/Unit:

DOH/DCHS/ID

	Address Where Position Is Located:

310 Israel Road, SE, 2nd floor, Tumwater, WA 98501
	Work Schedule:

Part Time  FORMCHECKBOX 
   Full Time  FORMCHECKBOX 

	Overtime Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Supervisor’s Name and Title:

Claudia Catastini, Office Director, Infectious Disease
	Supervisor’s Phone:

(360) 236-3458

	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 is the Coordinator for the End AIDS Washington (EAW) Initiative in the Office of Infectious Disease which is part of the Disease Control and Health Statistics (DCHS) Division. The mission of DCHS 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 reports to the Director of the Office of Infectious Disease (ID). ID works to protect and improve the health of people in Washington through the prevention and control of sexually transmitted disease, including HIV, viral hepatitis, and tuberculosis.  This position provides leadership and coordination for the EAW Initiatives -- a complex body of work designed to end AIDS in Washington State.


	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 EAW Coordinator is responsible for the work of implementing the statewide vision to End AIDS in Washington State through leading and coordinating the work necessary to accomplish the 11 complex system change recommendations of the End AIDS Washington initiatives:

1. Identify, address and reduce stigma experienced by persons living with HIV (PLWH) and those at risk for HIV

2. Address and measurably reduce HIV-related disparities

3. Implement routine, standardized HIV screening for all Washington residents

4. Increase access to Pre-Exposure Prophylaxis (PrEP)
5. Create a Healthcare System that meets the needs of sexual minorities

6. Improve HIV prevention, care and treatment among Substance Users, including persons who inject drugs 

7. Remove barriers in insurance coverage and increase healthcare affordability for PLWH and those at risk 

8. Increase access to safe, stable and affordable housing for PLWH and people at risk for HIV

9. Deliver whole person healthcare to PLWH and those at risk, and ensure continuity of integrated care across the lifespan

10. Launch “Healthier Washington for Youth”: Improve sexual health education, physical and behavioral health services, and social supports and interventions for Washington youth

11. Invigorate and strengthen meaningful community engagement and empowerment for people and communities disproportionately affected by HIV-Related disparities and stigma 
The EAW Coordinator is an essential point of accountability and organization for the entire End AIDS Washington initiative.  This position is responsible for the leadership and coordination of the following, especially as they relate to successful implementation of the End AIDS Initiatives:
· Development and implementation of an End AIDS Implementation Strategic Plan;
· Ongoing assessment of statewide needs related to the End AIDS initiatives; 
· Development and oversight of timely EAW activity and achievement measurement reporting;
· Establishment and maintenance of strong networks of external stakeholders and partners; 
· Establishment and maintenance of collaborative internal partnerships and teamwork with internal DOH staff involved in activities that impact the EAW Initiatives;
· Providing recommendations and supporting policy development for the EAS Initiatives;
· Interpretation and accurate application of broad federal and/or state laws, rules, and policies related to End AIDS Washington initiatives;
· Establishment and maintenance of strong collaboration with ID Office managers, other ID Staff, and ID workgroups to ensure an integrated Office response to EAW Initiatives;
· Coordination of EAW recommendation and/or action step work groups, EAW community input processes, and EAW community engagement activities; and
· Successful achievement of the outcomes and responsibilities that support the agency's mission to protect and improve the health of people in Washington.


	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.


	DUTY:  Provide vision to and oversight of the End AIDS Washington Initiatives  

TASKS: Create and advance a vision for successfully implementing the End AIDS Initiative’s recommendations to achieve the end AIDS in Washington State. Develop and implement strategic program and project planning and coordinate with ID staff to develop appropriate measures for overall EAW success and recommendation and action step measurement.  Coordinate implementation and evaluation of goals, objectives, procedures, and prevention activities related to EAW Initiatives. Work with program, office and agency staff to create policies and standards to support the work of End AIDS. 
DUTY: Maintain primary responsibility and accountability for End AIDS Washington resources
TASKS: Plan, lead, organize and provide oversight for End AIDS Washington. Seek out new resources from public and private entities. As funding is identified and obtained, supervise the development and monitoring of EAW Initiatives budgets; oversee EAW Initiatives contracts with other public and private partners; manage contracts to ensure deliverables are successfully completed within approved budget and quality standards. Work with other ID managers to collaboratively provide oversight of data and data systems used to support the work of the EAW Initiatives. Ensure the confidentiality and security of program data as defined in office and agency policies and procedures. 
DUTY: Act as primary point of communication and representative for EAW
TASKS: Represent the agency, section, office, and EAW at meetings or on projects within the agency and with external stakeholders and business partners. Receive and respond to legislative and public inquiries as related to EAW. Serve as primary contact on EAW initiatives. Establish, develop, and maintain strong working relationships with both internal DOH and external partners for the EAW initiatives (including, but not limited to, local health jurisdictions, providers, business partners, legislators, community partners, and other stakeholders).
DUTY: Provide Leadership and Coordination to EAW 
TASKS: Encourage a leadership-based and results-oriented culture; plan, assign and review the work of DOH staff, HPSG workgroups, and other End AIDS work groups or committees, adjusting work flow to promote success; promote a transparent collaborative inclusive culture within the program, work with teams to develop targets, and work continually to improve results.
DUTY: Support other systems in the work of infectious disease control.
TASKS: Provide technical assistance to local health jurisdictions, health care providers, and other partners engaged in implementing work as part of the EAW Initiatives. Coordinate with ID managers and staff within ID to leverage work within the ID office that impacts the End AIDS efforts.  Coordinate EAW Initiative work with external workgroups and internal workgroups to ensure maximum reach of End AIDS efforts (for examples: ID Epi; ID staff working on Foundational Public Health programs; and, the ID Business Development Unit staff).  As appropriate for the EAW Initiatives, contribute to national partnerships and alliances through work with the Centers for Disease Control and Prevention and national coalitions.
DUTY: Other duties as assigned, including additional initiatives and assisting with emergency response activities during a public health emergency.
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.  



	Accountability – Scope of Control and Influence

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


	· Develops and coordinates statewide vision and strategic implementation plan for successfully employing and realizing the 10-11 End AIDS Washington initiatives.

· Develops strategy for identifying funding for End AIDS Washington and when obtained, develops the framework and process for how funding is used and distributed within the End AIDS Washington efforts. 



	Describe the scope of accountability.


	· Directly accountable for coordination of, and achieving results for, the End AIDS Initiatives.
· Directly accountable for outcomes for the End AIDS Program; however, this accountability is also shared with the ID managers who are involved with EAW associated HIV and Assessment work, and ultimately with the ID Office Director.
· Impact of successful management of End AIDS reaches statewide and is measured as it effects successfully ending AIDS in Washington State.


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


	High visibility of this position within the public health community dictates extreme sensitivity to politically charged issues related to disease prevention.  Position is ultimately responsible for coordinating and implementing the End AIDS Washington Initiatives. Any change in strategy intended to increase EAW programmatic effectiveness and/or efficiency is closely watched by the public health community and legislators.  Failure to successfully communicate the processes for decision making, actual decisions and/or progress reaching goals can result in increased scrutiny of EAW, DOH, and State Government.  Misinterpretation of program direction may lead to reduced agency funding and/or the development of inflexible legislation.  


	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.


	· At this time, this program does not have a budget.
· A responsibility of this position will be to identify resources and funding, apply for such funding, and develop a funding portfolio for the EAW Initiatives.
· This position would then be responsible for controlling that budget.


	Other financial influences/impacts.


	None at this time.


	Supervisory Responsibilities

	Supervisory Position: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

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

     


	Decision Making and Policy Impact


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


	Discretion for making decisions is guided by agency policies, when possible.  Often, precedents for making decisions do not exist beyond broad frameworks.  This position frequently analyzes new information in order to make quality decisions.  The position must act where circumstances are not always clear in order to develop strategies that directly impact programs over multiple years.


	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 an agency expert in HIV prevention and care within the context of ending the epidemic here in Washington (and implementing the EAW Initiatives).  As such, this position makes recommendations about the form and function for all agency-funded services related to efforts specific to End AIDS.  As an expert, this position also analyzes and recommends sensible and supportive policy language.


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


	This position must make decisions regarding the form and function of the End AIDS systems in the state. These systems are ultimately responsible for Ending AIDS in Washington. Under this responsibility, this position creates a process for decision making, implements the process, makes and communicates decisions and implements and evaluates decisions.   Decisions include developing the strategic direction for each of the End AIDS initiative/recommendations (what will be done, how, why and with whom), and when funding is available - funding formula, and funding decisions.


	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 both tactical and strategic. This position plans, leads, organizes and provides oversight for the End AIDS initiative/recommendations and coordinates with the partners within the systems to accomplish these recommendations. In many cases, agency precedent directly influences decision-making, when precedent exists. However, precedent does not exist and options are unknown and/or unexplored for many of this position's decisions.  This position must conduct research and analysis to determine the best course forward for both programmatic EAW(e.g. developing new relationships and partners within new systems) and full system re-evaluation and revamping (e.g., developing a new set of required core recommendations that will be implemented, selecting new partners).


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


	· Changing funding allocations to community-based providers, including local health jurisdiction, and other partners that destabilize providers.
· Promoting strategies and programs that are not effective, leading to stabilization and/or increase in disease transmission.
· Miscommunication of policies and strategies and possible alienation of stakeholders and legislators.


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

	Required Education, Experience, and Competencies.


	Graduate level education in public health, public administration, or similar field.
Five years of experience in HIV, adult viral hepatitis, or STD prevention with a focus on leadership, community engagement, change management and complex, multi-level, diverse initiative  management are required, including:

· Demonstrated collaborative leadership skills, especially in developing collaborative work processes with diverse constituents who have conflicting needs and competing priorities.
· Excellent interpersonal skills and group process management including the ability to manage and resolve group conflict, bring groups with competing priorities to consensus, and create an environment of trust, inclusion, and respect for diversity.

· Experience establishing strong working relationships with, and leading, a wide variety of governmental entities, non-governmental partners, private sector and community groups to collaboratively work together to resolve challenges and impact and improve public health.
· Experience successfully planning, implementing, and leading large, complex, multi-level statewide projects.
· Skill in identify new partnership opportunities and skill in motivating and inspiring these new partners to engage and invest time and effort into the End AIDS initiative (especially partners for whom HIV is not a priority). 
· Excellent communication skills, including the ability to communicate (both in writing and orally) the technical content of public health laws and regulation, public health issues and policy information to citizens, industry and business professionals, and elected officials.
· Knowledge and experience of quality improvement initiatives including but not limited to knowledge and experience of Lean practices and processes.
· Knowledge of performance measurement and improvement especially as it pertains to plan development and implementation and evaluation.

· Experience in public health and HIV/AIDS and adult viral hepatitis issues in the context of the larger health care environment.
· Commitment to implement programs which recognize and embrace the needs of diverse populations.
· Familiarity with legislative processes and policy development as well as public, media, and community relations experience.
· Experience in strategic plan development and implementation, including long range strategic planning.
· Demonstrated commitment and ability to engage existing and new partners and affected communities into addressing, impacting, and improving public health.
· Demonstrated commitment to reduce stigma (especially as it relates to HIV, men who have sex with men, people who inject drugs, and transgender people).
· Demonstrated commitment to reduce health disparities.
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 and follow-through.
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 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.


	· Experience and expertise in addressing and reducing stigma (especially as it relates to HIV, men who have sex with men, people who inject drugs, and transgender people).
· Experience and expertise in addressing and reducing health disparities.



	Special Requirements/Conditions of Employment

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


	N/A


	Working Conditions

	Work Setting, including hazards: 
	Work environment is primarily in an office setting and involves extensive hours of sitting and computer work. Assigned duty station is Tumwater, WA.

	Schedule (i.e., hours and days): 
	The position requires a 40-hour work week.  Anticipated hours are 8 AM - 5 PM Monday-Friday. Work in excess of 40 hours per week may occasionally be required to meet critical deadlines or deal with critical issues. Some flexibility in hours through telecommuting and flex-scheduling  may be negotiated.

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

	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 contact with culturally diverse customers (clients, local health jurisdictions, community-based providers, state agencies, other stakeholders). This position must be able to effectively present the interests of IDPP, the Office of ID, and DOH to various customer groups.

	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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