Washington Management Service (WMS)
Position Description

	Position Title:

Office Director, Community Health Systems
	Position Number/Object Abbreviation:

71010177

	Incumbent’s Name (If filled position):

 Vacant
	Agency/Division/Unit:

Department of Health, Health Systems Quality Assurance/Office of Community Health Systems

	Address Where Position Is Located:

243 Israel Road SE, Tumwater, WA  98501
	Work Schedule:

Part Time    Full Time 
	Overtime Eligible:

Yes    No 

	Supervisor’s Name and Title:

Martin Mueller, Assistant Secretary, HSQA
	Supervisor’s Phone:

360-236-4600

	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 State. 

The division of Health Systems Quality Assurance (HSQA) is responsible oversight of Washington State’s health care delivery system which includes licensing and regulating over 400,000 health care professionals and 7,000 facilities. HSQA also works closely with communities and local health partners to build strong health systems across the state to help ensure communities have access to good health care and emergency medical services. 

This position reports to the Assistant Secretary of HSQA and directs the Office of Community Health Systems.  


	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 to direct and manage the Community Health Systems Office.  Oversees and directs an office of 57 FTEs and the Community Health Systems Office Management Team.  

This position has direct responsibility for the EMS and Trauma System, Community and Rural Health, and construction review and Certificate of Need functions. This position has a primary leadership, policy and strategic role in the state and national healthcare system environment working with legislators, governor’s office, advisory committees, and numerous associations and public interest groups.  The management objective is to assure patient safety, public health, the quality of health care services and appropriate access to regulated health care services for everyone in the state of Washington.  This position collaborates with other executive level managers in HSQA to develop broad strategic policies around health care facilities in the state.


	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.


	Leads and is responsible for 57 FTEs in positions including, but not limited to, managers at the WMS III level, Research Investigators/Analysts, Health Services Consultants, and Epidemiologists.

Envisions and directs the formulation of major statewide programs and systems for the effective and comprehensive delivery of Emergency Medical Service (EMS) and trauma activities.  Directs the development and implementations of standards for EMS personnel training, EMS transportation, patient care protocols and procedures, communication systems, verified pre-hospital trauma services, Level I-V trauma services, Level 1-III pediatric trauma services, Level I-III rehabilitation trauma services, and establishes minimum and maximum number of providers that may provide pre-hospital trauma services and designated trauma care services based upon regional plans.  Envisions and directs the formulation of major statewide programs and systems for the effective and comprehensive delivery of community and 
rural health activities.  Manages research and data analysis activities, including scanning and analyzing CHARS data and Adverse Event Reports. 

Responsible for managing construction review and Certificate of Need functions for health care facilities to ensure that new facilities or services meet the standards for access to care and provision of safe care. This position collaborates with other executive level managers in HSQA to complete comprehensive strategic planning and broad policy development around health care facilities in the state. 
Responsible for gaining active involvement of relevant stakeholders.  Meets with leaders in stakeholder community to proactively discuss and address issues. Develops and uses knowledge of stakeholders and communities to identify issues, build robust and sustainable relationships, and garner support for agency policies. Energizes others to generate support within the agency and stakeholder community for changes that increase efficiency of agency processes and enhance patient safety.  Works with staff, peers and stakeholders to ensure that policy ideas are refined and fully adoptable.
Selects managers and other personnel on the basis of job related abilities, skills, and knowledge; provides guidance and direction as needed and warranted; sets individual performance expectations and provides timely feedback on performance; communicates and recognizes innovations, progress and achievements as well as areas of needed individual manager and program improvement. Ensures that processes are in place to identify and prepare suitable employees through training and mentoring to assume key positions within the organization. Establishes the priority for use of office resources.  

Leads, directs, and manages the Office of Community Health Systems to prevent death and disability by ensuring a quality and accessible EMS and trauma system, and local availability and accessibility of health services for rural and underserved populations.  Ensures work of office is conducted and organized to promote common business practices.  Envisions and directs statewide programs, policies and services including regulation; research and data analysis; systems development, evaluation and quality improvement; directs strategic planning, development, implementation, and evaluation of state and regional EMS and trauma programs.  Establishes contracts, statutory, and rule requirements for EMS and Trauma organizations; provides oversight of the Washington Poison control program through contract and statutory requirements; represents the Department of Health with policy makers at the state and national level on matters regarding EMS and trauma and rural health; works with other organizations within and outside state government on EMS and trauma and rural health issues; manages programs for recruitment and retention of needed health care providers in rural and urban underserved areas.

Accountable for the financial management of the Community Health Systems Office biennial budget.  Directs the development of program budgets in consultation with the executive budget staff in the HSQA Assistant Secretary’s Office; approves annual budget requests made by each Community Health Systems Office program; controls and modifies allotments to the programs, and oversees overall section expenditure and revenue information to ensure compliance with budget plans; authorizes expenditures to DOH approved levels and in accord with DOH signature policies; directs the development of proposed legislation and regulations in consultation with the HSQA Assistant Secretary’s Office; acts to accomplish legislative and regulatory goals and strategies; monitors legislation, oversees bill analyses and fiscal notes; works with stakeholders on legislative impacts, including legislators and professional associations; analyzes and critiques legislation proposed by outside constituent groups or DOH; directs development and maintenance of the business continuity plan.

Directs activities to facilitate intra and inter-agency communications within DOH, state and local government and outside organizations; establishes and maintains key working relationships concerning community health systems with the public, legislators, professional organizations, and other interest groups.  Responds to questions from interested parties including the media to interpret/explain information such as regulatory statutes, rules, policies, and procedures; provides education and information about the Office of Community Health Systems functions within and outside the DOH.  Makes formal presentations of an educational nature.

As member of the HSQA Executive Management Team, the office director assures the alignment among agency, division, and office operations.  This position is responsible to lead the strategic planning efforts; achieve the goals and objectives in the strategic plan; meet or exceed the performance measures; model leadership behavior throughout the division.

During a public health emergency, will assist with emergency response activities as assigned.

Oversee the development and implementation of quality assurance activities.  Develop assessments, measures, or audits to evaluate the quality of the division’s internal controls, exposure to risk, and compliance with established policies and procedures.  Use results to make changes and recommendations to improve efficiency and effectiveness of operations, reliability of financial and operating reporting systems, compliance with applicable legal requirements, stewardship of public resources, and to minimize exposure to risk events.

Plan, lead, organize, and control the work performed by the organization.  Assure appropriate and optimum use of the organization’s resources and enhance the effectiveness of employees through timely appraisal and professional development opportunities.  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.


	Accountability – Scope of Control and Influence

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


	This position’s scope of work is highly visible and represents the agency and Washington State.  
This position has significant influence over:

· Policies and regulations related to the qualifications open a healthcare facility or service in Washington.
· Policies and regulations covering statewide certificate of need, healthcare construction review services, and EMS and Trauma programs.
· Policies and regulations covering statewide emergency medical services agencies and providers, trauma facilities, emergency cardiac and stroke facilities, trauma rehabilitation facilities, adverse events reporting, EMS and Trauma services data and Critical Access Hospitals.
This position directs the Office of Community Health System activities of HSQA including a complex and varied set of specialized programs that support access and quality health care across the state.    This position plays a key role in providing access to primary and emergency health care in every community in the state.  This position works to address issues of access to care, availability and quality of emergency services (both pre-hospital and hospital).  The data systems and epidemiologic analysis directed by this position provide key information that is used across the state to make policy and systems decisions about location of health care services, efficacious and best practices in acute care. 

This position directs the work of employees with specialized skills, credentials and responsibilities.  In addition, this position directs the work of about 300 contractors such as EMS and Trauma Regions, physician EMS medical directors, designated hospital trauma and trauma rehab services, multiple rural health organizations and local providers, and site surveyors.  DOH is the administrator of the dedicated EMS and Trauma Care Fund which is appropriated by the legislature between DOH and DSHS.  This position directs the spending plans for both agencies.  

This position works directly with formal groups such as the EMS and Trauma Steering Committee, AHEC’s, medical, hospital, fire chief’s, and ambulance associations; and with multiple professional groups such as the college of surgeons, college of emergency physicians, council of firefighters, emergency nurses association, critical care nurses, and Washington Rural Health Association.   This position represents DOH on the Washington Traffic Safety Commission Technical Advisory committee and Target Zero core group; and sits in for the Secretary of DOH in his absence at Commission meetings and events.  This position has represented public health and EMS at a number of federal state highway safety planning symposiums and meetings as well as national EMS and trauma system meetings.  
This position has a broad and extensive scope of influence both within Washington State and across the nation.


	Describe the scope of accountability.


	All decisions related to rural health, emergency health care systems, adverse events, and state funding of the Washington State Poison Center are made, approved by or delegated for approval by this position. These include designation of facility trauma and stroke and cardiac services, verification of trauma EMS services, certification of EMS providers and licensure of agencies.  Decisions include implementation of the emergency, rural health data bases, systems and data analysis (Examples:  Washington Trauma Registry, Wa EMS Information system (WEMSIS), dental and mental health provider data bases and Adverse Events reporting.)   

This position is responsible for the certificate of need and construction review standards for access to care and provision 
of safe care that must be met by all healthcare facilities or services in Washington.

Rules, policies and decisions for which this position is accountable must maintain a balance between achieving access to care/resources and providing for patient safety and public health.  Rules and policies must meet state, federal and agency requirements for development, adoption and publication.
This position collaborates with other executive level managers in HSQA to complete comprehensive strategic planning and broad policy development around health care facilities in the state. 
Issues taken to the Assistant Secretary for final decision include those that are highly politically sensitive and/or cross multiple offices, divisions or agencies; legislative initiatives; and issues relating to reduction in force.


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


	Policies and regulations developed outside of the administrative procedures act are subject to potential litigation.  

Patient harm can result if unqualified EMS and trauma care providers are allowed to practice or provide services.  Patient or public harm can result if appropriate standards are not set and enforced for new healthcare facilities and services.

Policies or regulations developed outside the administrative procedures act are subject to potential litigation through a health law judge, the Joint Legislative Audit and Review Committee, Joint Administrative Rules Review Committee or judicial review, including the Supreme Court.

This position is responsible and accountable for helping create access to quality health care services.  Washington’s rural communities would not have access to necessary primary care, dental, mental health and emergency services if we do not both manage policies and seek and secure grant funding to assist in system development and sustenance.  Access to emergency health care services including trauma, cardiac and stroke and all prehospital care as well as access in rural communities would be compromised by errors in data analysis, development and implementation of best practices, adequate and well directed funding of local and regional rural and emergency services, licensure and certification of qualified health care providers and services needed to provide services.  

The programs in this office are highly visible with public, legislative and media interest.  Errors can result in significant public scrutiny and loss of credibility for the DOH with the public, legislature and media.


	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.


	Manages a biennium Community Health Systems Office budget of general fund, dedicated funds, federal grants and revenue of $33.8 million, which is an allocated portion of the HSQA Division budget of approximately $140 million.  Has overall responsibility for Community Health Systems Office operating budget.  This includes all programs within the Community Health Systems Office.   


	Other financial influences/impacts.


	· This position controls the entire direct expenditure authority of the Community Health Systems Office, including office indirect.  Funds managed include state general fund, dedicated appropriated funds, and federal funds.
· Provides input to and review of HSQA indirect funded activities.

· Serves as Administrator of the EMS and Trauma Care Fund which is appropriated between DOH and Medical Assistance.  As such, has direct influence over the expenditures of spending plan and expenditures of both the state and federal portion of the Medical Assistance appropriation of the EMS and Trauma Care Fund.  Medical Assistance has $15m state and $15m federal funds /biennium, or a total of $30m which this position directly influences through approval of spending plans and through review of planned disbursements to assure that revenue is available to cover costs prior to disbursement.

· Has responsibility for assuring revenue from fees will be adequate to cover both direct and indirect expenditures.  Funds managed include state general fund, dedicated appropriated funds and federal funds.


	Supervisory Responsibilities

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

       This position manages an office of 57 FTEs, the highest class position is at the WMS 3 level.   


	Decision Making and Policy Impact


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


	This position directs the work of the Community Health Systems Office to ensure a quality and accessible EMS and trauma system that saves lives and to assure availability and accessibility of health services for rural and underserved populations and the financial viability of the health providers, facilities, and delivery systems that serve them. 

· Envisions and directs statewide programs, policies and services including regulation, research and data analysis, and statewide health systems development, evaluation, and quality improvement;

· Directs strategic planning, development, implementation, and evaluation of state and regional EMS and trauma programs;

· Responsible for implementing systems that assure accessible and timely treatment for patients from motor vehicle crashes, suspected coronary illnesses, poisonings, and other acute illness or trauma;

· Directs the work of EMS and trauma regions through contract, statutory, and rule requirements;

· Directs research and data analysis to identify trends for better policy decisions; 

· Provides oversight of the Washington Poison control program through contract and statutory requirements;

· Represents the Department of Health with policy makers at the state and national level on matters regarding EMS and trauma, and rural health;

· Works with other organizations within and outside state government on EMS and trauma, and rural health issues;

· Enables rural and urban underserved areas to recruit and retain needed health care providers;
· Collaborates with other executive level managers in HSQA to complete comprehensive strategic planning and broad policy development around health care facilities in the state. 
· Assures that efforts to provide community and personal health and social health services to rural and underserved populations are integrated and that these populations are treated fairly and equitably as public resources are allocated and deployed.

As a member of the Health Systems Quality Assurance Division leadership team, this position is part of policy setting for the division.


	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. 


	Yes, this position is responsible for making significant recommendations to the Assistant Secretary and Secretary regarding complex issues that cross office and division responsibilities.  The recommendations made by this position require strong knowledge of health systems, health care construction review standards, certificate of need standards, strategic and health system planning and operations of the health care delivery system as well as best practices.  These recommendations include policy and strategy regarding  emerging issues and possible DOH response, implementation of new services and systems such as the emergency cardiac and stroke system, responses to threats such as increased incidence of opioid poisoning deaths in WA., preparation for impacts of health care reform (Affordable Care Act)  implications for DOH, and complex issues that require a multidisciplinary team approach to identify appropriate DOH policy or action and proposed legislative action.


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


	This position makes decisions regarding all aspects of the Office of Community Health Systems, including emergency health systems, the rural health system, construction review, certificate of need, quality improvement programs, the trauma care fund, EMS and rural data management and analysis, and the Washington Poison Center.   These include management and oversight of all Community Health Systems Office personnel, processes, and procedures; Implementation of legislation and oversight of rules  necessary to implement statutes; Overall organizational structure, staffing, contracts, budget allotments, and expenditures; Program and staff evaluations, development, and training;  Allocation of resources to assure that strategic goals and performance measures are met; and Approval of data Analyses provided by research and epidemiology staff for use in making decisions and setting policy.  

Management and oversight of the statewide certificate of need and healthcare construction review services programs.



	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?


	This position is responsible for both tactical and strategic decisions regarding operations, resource management and allocation, as well as implementation of complex programs and systems.   These require professional and technical judgment and expertise as well as leadership skills.  This position is responsible for tactical and strategic planning regarding emergency health systems, rural health programs, quality assurance programs, and research, data management and analysis adverse events reporting, and the Washington Poison Center.  

This position uses technical expertise and judgment on a daily basis to direct the work and activities of staff, following agency policy when available.  
Much of the work of the office deals with new and emerging issues in health care delivery.  Washington is a leader in both emergency health care and rural health across the nation.  There is rarely precedent or the experiences of other states that provide direction to this decision making.  This position regularly makes critical strategic decisions regarding how and when to roll out difficult, controversial or complex programs and changes.  For example, the implementation of the emergency cardiac and stroke system needed to be rolled out in a manner that is supported across the state so that stakeholders continue to support and work to implement the system.  Another example is implementation of critical changes to the EMS and Trauma Regional Councils governance structure and financial relationship to the state Auditor’s office.  
Strong background and experience in strategic and health care planning is required to evaluate and analyze data and make decisions.  This position also contributes a strategic role to the division and agency strategic planning and public health planning (PHIP) efforts. 
The position is required to interpret broad policies for application among programs.  Technical knowledge in the following areas is needed to determine the parameters for decision making:

· Washington State statutes, rules and policies, related to financial management, personnel management, licensing and regulation of health care professions and facilities, and administrative rules development.

· Agency administrative policies and procedures.

· Court decisions related to the regulation of health care professionals and facilities.

· State and federal public health agenda and priorities.

When making decisions consideration is also given to previous similar decisions made.


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


	Over aggressive or under aggressive implementation strategies for new initiatives or laws can lead to loss of statutory authority to implement new life saving programs (i.e. emergency cardiac and stroke system.)  

Ineffective work or poor decision making compromises the overall health care delivery system in Washington.

Failure to take appropriate action on legislative or rulemaking matters can result in inadequate regulation or non-compliance with state or federal law.  This, in turn, can jeopardize existing federal funding or grant opportunities.  It can also create a lack of credibility in the eyes of the public and the legislature. 

 Results from decisions made in these programs can often result in intense media, legislative or stakeholder review.

Decisions can often be appealed through administrative procedures act process and / or the legal system.

Improper management of budget could lead to financial liability as well as overspending and loss of future resources such as federal grants.  Poorly managed or improperly executed contracts can lead to loss of funding, negative audit findings and ultimately loss of needed resources in our communities.

Poor decisions regarding distribution of dedicated funds such as the Trauma Care fund can lead to potential lawsuits. 

Personnel management issues that are not handled according to policy and within requirements of union contracts could lead to negative outcomes and even lawsuits.  

Decisions regarding data management and sharing could lead to legal issues.  Poor data analysis could influence poor policy development and decision making by office, division and agency management.   


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

	Required Education, Experience, and Competencies.


	Master’s degree in public administration, business administration, health care administration, or a related field.  

Five years of relevant management experience in all of the following areas:

· Partnering and collaborating with the community to improve emergency health care systems.

· Leading strategic planning and broad policy development related to health care facilities.
· Effectively leading and directing a large group of managers and professionals.

· Improving access to quality health services in rural and underserved populations.

· Directing the development of legislation, budgets, and application of resources.
Ethical Conduct:  Demonstrates consistent honesty, forthrightness and professionalism in all interactions.  

Organizational Relationships: Collaborates with partners and stakeholders to improve agency performance; identifies and includes key internal and external players and stakeholders in collaborative venture; identifies external and internal issues that may impact the delivery of essential public health services; and works effectively within the political environment to meet customer expectations.

Influencing Others: Inspires and persuades others to voluntarily follow direction, pursue and achieve goals, and adopt new positions or opinions. Promotes the creation of shared mission, vision, and values, and uses those principles to guide actions. Displays a positive attitude about the work to be done, co-workers, customers, management, and employer policies. Ensures others grasp the purpose and benefits of the program or cause. Tailors messages to specific audiences to develop interest and endorsement.
Decisiveness: Able to make decisions based on analysis of the information presented in the face of ambiguous or conflicting situations, or when there is an associated risk.  Prioritizes, considers alternatives, and responds quickly and effectively to unexpected and rapidly changing conditions. Finds solutions that are acceptable to diverse groups with conflicting interests and needs.
Critical Thinking: Demonstrates the disciplined process of actively and skillfully conceptualizing, applying, analyzing, synthesizing, and/or evaluating information generated by observation, experience, reflection, reasoning, or communication, as a guide to belief and action. Demonstrates ability to address problems with new and effective solutions.
Leadership Skills: Coaches, inspires, and motivates staff and others to accomplish agency mission.  Able to establish clear goals and expectations and measurement techniques; able to develop practical strategies to accomplish goals; creates an atmosphere of accountability for staff; effectively coaches staff and trains staff to be successful in their jobs; provides all employees with regular, timely feedback on their performance and actively monitors employees’ progress and performance to ensure that timelines are met; counsels staff members on significant challenges; earns the trust, respect, and confidence of subordinates, coworkers, and customers through consistent honesty, forthrightness, and professionalism in all interactions.

Performance and Workload Management: Able to create a productive high performance culture within the OCHS office as demonstrated by:

· Consistent delegation model – deliverables, check back points and due dates are clearly defined and communicated in ways that are understandable to staff.
· Effective planning and resource management – deadlines are consistently met and results are high quality.  Staff are performing at the level appropriate to their experience and classification. 
· Transparency – impacted stakeholders are regularly consulted so that deliverables meet their needs and are operationally feasible and efficient.

· Enterprise focus – consistently work with peers to support a smooth lateral flow of work, information and ideas across the division. 
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, HSQA, 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.    

Adherence to High Ethical Standards: Earns the trust, respect, and confidence of coworkers, the public, and licensees through consistent honesty, forthrightness, and professionalism in all interactions.  Maintains confidentiality of sensitive information. Demonstrates consistent honesty, forthrightness and professionalism in all interactions.  Respects and maintains confidentiality.  Avoids inappropriate situations and actions which present the appearance of a conflict of interest.  Avoids misrepresentation.  Does not misrepresent self or use position for personal gain.  Uses the public’s funds and resources appropriately.

Communication Skills: Promotes best practices using influence. Listens well to others and accurately convey their ideas.  Speaks at the level of understanding of the audience and uses plain talk when interacting with the public. Composes clear, direct, and succinct written messages that effectively convey ideas or information to the intended reader.  Recognizes when language requires adjustment to achieve understanding by differing readers and easily rewords messages accordingly.  Educate others one-on-one and in large groups.  

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 policy 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.

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.

Change Leadership: Positively influences organizational change.  Provides consultation to develop change strategies; aligns changes with the organization’s strategic direction and objectives; advocates for positive outcomes.  Effectively influences others to achieve understanding, acceptance, and commitment to act in support of ideas, programs, or causes.

Customer service Orientation: Able to identify customer needs and focus efforts to meet those needs; responds to customer inquiries with set timelines; verifies with customers that those needs have been met.

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

Professional and Technical Competence: Applies professional and technical knowledge and skills to fulfill job requirements: 

· Knowledge of state health profession regulatory framework, the legislative process, and national and state trends in health care.

· Ability to partner and collaborate with all levels of the community to improve health care systems.
Ability to direct the development of data systems to better support health system decisions.


	Preferred/Desired Education, Experience and Competencies.


	Five years of relevant management experience:

· Developing data systems to better support health system decisions.

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

Computer skills: 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.
Process Improvement Skills: Able to lead and direct process review and improvement.
Knowledge and Enforcement of Rules, Regulations: Able to clearly explain Certificate of Need, EMS and Trauma and Community and Rural Health regulatory framework. Knowledge of state health profession regulatory framework, the legislative process, national and state trends in health care.


	Special Requirements/Conditions of Employment

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


	


	Working Conditions

	Work Setting, including hazards: 
	Indoor office work.  Confined to a desk.  Frequent travel to meet with stakeholders outside of office.  

	Schedule (i.e., hours and days): 
	Five days per week.  Eight hours per day.  Works in excess of 40 hours per week, on nights, weekends, and holidays during the annual legislative session and at other times to meet critical deadlines.

	Travel Requirements: 
	Requires frequent statewide and occasional interstate travel.

	Tools and Equipment: 
	Requires the use of standard office equipment and furniture, including computer, desk, telephone, printere, copier, scanner, etc.

	Customer Relations: 
	Frequent contact with external and internal customers and interested parties. Regular daily contact with fellow employees, staff and agency senior management. 

	Other: 
	     


	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:

6/9/16
	Supervisor’s Signature (required):


	Date:

6/9/16
	Appointing Authority’s Name and Title: Martin Mueller, HSQA  Assistant Secretary
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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