Exempt Position Description
For assistance completing this form, contact your Human Resource office. 
	Position Information

	Action: Establish    Update  

If update, indicate change: 01/21/16
	Position Title:
Assistant Secretary for DCHS
	Exempt Class Code (e.g., B1234):
B8252

	Date Last Reviewed (If existing position):

10/20/2012
	Current Band:

Band 4
	Proposed Band:
     

	Position Number/Object Abbreviation:

70041551
	Management Code (P/M/C):
M
	Market Segment (e.g., HR, IT):
Public Health & Medical Science 

	Exempt Citation (RCW) and Heading: 
41.06.074
	Prior Evaluation Points/JVAC:
     
	Proposed Evaluation Points/JVAC:
     

	Work Schedule:

Full Time    Part Time 
	Overtime Eligible:

Yes    No 

	Incumbent’s Name (If filled position):


	Address Where Position Is Located:

101 Israel Road, SE, Tumwater, WA 98501

	Agency/Division/Unit:

DOH\DCHS\OAS
	Supervisor’s Name and Title:
John Wiesman, Secretary of Health 

	Supervisor’s Position Number:

     
	Supervisor’s Phone:
     


	Organizational Structure

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

	The Washington State Department of Health works to protect and improve the health of citizens in Washington State.
The Division of Disease Control and Health Statistics (DCHS), within the Department of Health is responsible for protecting the health of the public in the following areas: Public Health Laboratories, Vital Records and Statistics, Communicable Disease Epidemiology and Infectious Disease.
This position reports to the Secretary of the Department of Health and serves at the Secretary's pleasure. This position has delegated appointing authority status for actions within DCHS.


	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 setting strategic direction and policy development to accomplish division and individual program goals in support of the mission of the agency.  In addition, this position serves as a science leader and represents the agency externally, in areas of science and data.
As a member of the Public Health Operations Team, the incumbent is expected to use their expertise to contribute to the achievement of the agency mission, vision, values and strategic plan. The PH Ops is a collaborative leadership team and the incumbent must work with peers to support the Secretary establish statewide policies and agency-wide practices that improve the public's health. This position creates and ensures that effective and efficient business practices are put in place to achieve agency business and establish strong policy approaches.
This position works within the agency strategic planning structure to establish division strategic direction and operational approaches.

This position develops and mentors a division management team made up of the program directors and managers.   This position leads the management team in setting direction and implementing public health policies and actions to further the agency's core business functions. This position holds the management team accountable to both strategic and tactical objectives to further ·the agency's business.
This position speaks on behalf of the Secretary and the agency on major policy issues. This position oversees legislative activities and is also responsible for collaboration, as needed, with other agencies, stakeholders, and constituents. This position is directly involved in external activities to ensure program coordination and collaboration is accomplished.

This position provides leadership on science and data strategies and partners closely with our State Health Office/Chief Science Officer to set direction for the agency.
Within the division, this position makes all final budgetary and personnel decisions, serves as executive sponsor for major projects and initiatives and oversees a variety of technical and administrative staff in the performance of their duties.


	Primary Responsibilities 

Describe the position’s primary responsibilities 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.

	· Represent the agency as a spokesperson and provide scientific and leadership direction within the agency and to outside partners.
· Further, the DOH mission by ensuring: surveillance systems for communicable diseases are in place to identify and quickly respond to outbreaks; laboratory testing is accurate and timely and sufficient capacity to respond to emergencies and outbreaks; vital records are collected and maintained in accordance with state law; and that data collection systems are functional and up-to-date.
· Further the DOH mission by integrating core business activities across DCHS programs.
· Serves as executive sponsor on major IT projects, significant policy initiatives and agency strategic plan goals.
· Leads those responsible to supervise all DCHS programs to include: Public Health Laboratories, Vital Records and Statistics, Communicable and Infectious Disease, and Infectious Disease.
· Leads those responsible to supervise:
· The Center for Health Statistics in the collection and maintenance of vital records and management of major state-wide databases, including birth, death, and hospital discharge and hospital financial data.
· The Infectious Disease Programs in the management of HIV/AIDs, TB, STD and Adult Hepatitis programs, including client services and prevention activities.

· The Public Health Laboratories in the management of environmental, microbiology and newborn screen programs conducting millions of tests/year.

· The Communicable Disease Programs in the collection and response to notifiable conditions and other significant public health diseases/conditions.

· Provide leadership on strategic issues and model professionalism, ethics, and integrity.
· Provide support, sponsorship and recognition to division initiatives and programs.
· Increase efficiency of core business activities.
· Improve customer service through quality improvement initiatives.
· Implement methods that ensure responsiveness to customer needs, including timely response to customer/constituent contacts.
· Increase DCHS workforce diversity.
· Build partnerships within the divisions and programs and key stakeholders.
· Effectively interact with boards, commissions, councils, the legislature, local health jurisdictions and others.
· Approval of legislative actions, responses (bill analyses), and interaction with legislative staff that are consistent with agency policy and sound public health practice.


	Decision Making and Policy Impact

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

· Develops and implements broad state-wide policy impacting major public health programs and outcomes.
· Apply agency policies, develop and implement all internal division directives to support effective division workforce and program management.
· Delegate and give direction to those in charge of developing and implementing state-wide approaches to: vital records collection and maintenance; communicable disease surveillance and response; HIV client services; infectious disease surveillance and response; provision of public health laboratory services and communicable disease expertise.
· Apply or delegate and give direction to those in charge of applying and implementing state and federal policies related to: vital records collection and maintenance; communicable disease surveillance and response; HIV client services; infectious disease surveillance and response; and provision of public health laboratory services.
· Guide the division strategic and fiscal planning.
· Guide development of division legislative efforts, in conjunction with the agency approach and legislative resources.  Represent the division and agency in the legislative arena as appropriate.


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

· Policy development and application impacting both internal and external stakeholders and broad? public health initiatives
· Division directives and internal policy approaches
· Organizational changes within the division
· Fiscal and budget related impacts or changes within the division
· Applying for external funds
· Out-of-state travel
· Resolution of personnel grievances
· Workforce management decisions (i.e., disciplinary issues, layoff, workload adjustments, etc.)
This position operates in a very complex decision-making environment.  Impacts on both internal and external stakeholders need to be weighted for all decisions. Internal stakeholders are division staff and agency program(s) that are supported by division activities. External stakeholders are the general public, local/state and federal agencies, community or organizations, professional groups, and elected officials.  Most decisions have a Iong-term impact.


	Identify those actions this position takes to their manager for a decision.
· Policies that have political, legislative or major public health impacts or statewide implications.
· Personnel actions that have agency-wide implications.
· Final action on budget reductions or enhancements.
· Public health system-wide needs for data collection and dissemination.


	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.

	Biennial operating budget controlled.

State General Fund: $42M Federal Funds: $113M Local Funds (fees): $47M Dedicated Funds: $0.8M
Total Biennial Budget: $202.8M Capital Biennial Budget: $4.8M
Other financial influences/impacts.
DCHS relies heavily on federal funding to complete its work. This position decides what federal grants will be applied for and accepted, what state general fund requests will go forward, and influences the agency process for requesting these funds from the state legislature or federal agencies.  This position decides when fee increases will be proposed affecting the overall local funds received within the division. This position works with the DOH chief information officer to reach decisions on public health data infrastructure, which are critical components of the responsibilities of OCHS.



	Supervisory Responsibilities

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

Provides direct supervision to 7 FTEs, highest level is WMS 3. Overall management responsibility of 250 FTEs



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

	The Ideal Candidate will have demonstrated experience and skills in the following leadership competencies:

· Decision Quality – Makes complex, high quality and timely decisions that keep the organization moving forward.

· Strategic Mindset – Sees ahead to future possibilities and translating them into breakthrough strategies.  

· Ensures Accountability – Holds self and others accountable to meet commitments.

· Collaborates – Builds partnerships and working collaboratively with others to meet shared objectives.

· Builds Effective Teams – Builds strong-identity teams that apply their diverse skills and perspectives to achieve common goals.

· Values Differences – Recognizing the value that different perspectives and cultures bring to an organization.

· Communicates Effectively – Develops and delivers multi-mode communications that convey a clear understanding of the unique needs of different audiences.

· Organizational Savvy – Maneuvers comfortably through complex policy, process, and people-related organizational dynamics.

· Drives Vision and Purposes – Paints a compelling picture of the vision and strategy that motivates others to action and drives engagement.

· Courage – Steps up to address difficult issues, saying what needs to be said. 

· Instills Trust – Gains the confidence and trust of others through honesty, integrity, and authenticity.

· Manages Ambiguity – Operates effectively, even when things are not certain or the way forward is not clear.

· Being Resilient – Rebounds from setbacks and adversity when facing difficult situations.



	Preferred/Desired Education, Experience, and Competencies.

The preferred candidate is a public health professional who can provide strategic leadership and innovation in translating science into public health practice.  Preference will be given to candidates with the following education and experience:  

· A Master’s degree or higher in a science with clinical, health care, or public health experience and proven leadership.  Degrees could include: public health, epidemiology, biostatistics, nursing, biology, microbiology, virology, chemistry, informatics, translational science, medical anthropology, global health, genetics or other applicable degrees.  Applicants with a Bachelor’s degree and with strong experience in public health practice will also be considered.   
· Demonstrated experience in the following:

· Experience in increasingly more responsible health venues: including, but not limited to, field or clinical experience, supervising and/or managing staff and programs in health related fields, demonstrated experience working with complex public health response events, budget and grant development and maintenance experience, as well as statistical analysis and reporting.

· Proven critical thinking skills and the ability to assess and synthesize scientific information from a variety of sources for integration into decision making and plain talk communication to the public and policy makers.  

· Working with health information issues, including technical and policy considerations and how they apply to a larger public health picture.

· Managing health programs and program service delivery to customers including knowledge of quality improvement tools and techniques.

· Working with public health surveillance programs.

· Working with public health systems and the roles of and relationships between state, local, federal, and tribal health agencies.

· Leading managers with priority and goal setting and monitoring progress towards those goals.

· Building and maintaining non-governmental relationships in program areas.

· Success in implementing innovation and efficiencies in a leader.

· Proven ability to lead teams through change.  

· Strong experience creating an environment of equity applying knowledge of determinants of health that reduces health inequities.



	Special Requirements/Conditions of Employment

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

	

	Working Conditions

	Work Setting, including hazards:
	Mainly office setting. Sometimes travel outside office required. Sitting for moderate periods of time.

	Schedule (i.e., hours and days):
	Willing and able to work in excess of 40 hours per week to meet program needs and critical deadlines.

	Travel Requirements:
	Willing and able to occasionally travel within and out of state which may include
overnight stays, travel by self or with other individuals, and potential holidays and weekend travel.

	Tools and Equipment:
	Typing/keyboard

	Customer Relations:
	Key Working Relationships:
· Other DOH programs - programs supported by and interact with DCHS.
· Local Health Agencies/Jurisdictions - local agencies are served by and provide information to DCHS.
· Works closely with Special Assistant to Public Health Emergency Preparedness and Response (PHEPR) to form and test operational plans and respond to natural and manmade disease threats statewide
· Other State Agencies - other agencies use DCHS information and rely on DCHS staff expertise.
· Major federal partners include: Centers for Disease Control and Prevention (CDC), U.S. Food and Drug Administration, U.S. Dept. of Agriculture, U.S. Health and Human Resources, U.S. Dept. of Homeland Security - OCHS programs work closely with these federal agencies to staff to carry out their responsibilities.
· Private environmental and clinical laboratories, hospitals, health care providers
· Public Health colleagues in other state programs to share program models and partner in specific projects or professional efforts.
     

	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:

     
	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 action have been taken by Human Resources as reflected below.

	For Human Resource/Payroll Office Use Only

	Approved Class Title:

     
	Class Code:

     
	Salary Band:

     
	Effective Date:

     

	Pay Scale Type:


	Job Analysis On File?

Yes    No 
	Position Type (Employee Group): 
	EEO Category:



	Employee Sub-Group:


	Position Retirement Eligible:

Yes    No 
	Position is:

Funded    Non-Funded 
	Workers Comp. Code:



	County Code:

     
	Business Area:

     
	Personnel Area (FEIN):

     

	Cost Center Codes

	COST CENTER
	PCT. (%)
	FUND
	FUNCTIONAL AREA
	COST OBJECT
	AFRS PROJECT
	AFRS ALLOCATION

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	Date: 

     
	HR Designee’s Name: 

     
	HR Designee’s Title: 

     
	HR Designee’s Signature:

     

	Date: 

     
	Budget Designee’s Name: 

     
	Budget Designee’s Title: 

     
	Budget Designee’s Signature:
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