Washington Management Service (WMS)
Position Description

	Position Title:

Vaccine Section Manager
	Position Number/Object Abbreviation:

70088272

	Incumbent’s Name (If filled position):

vacant
	Agency/Division/Unit:

DOH/PCH/Office of Immunization & Child Profile

	Address Where Position Is Located:

111 Israel Road
	Work Schedule:

Part Time  FORMCHECKBOX 
   Full Time  FORMCHECKBOX 

	Overtime Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Supervisor’s Name and Title:

Michele Roberts, Director, Office of Immunization and Child Profile
	Supervisor’s Phone:

360-236-3568

	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 mission of the Prevention and Community Health (PCH) Division is to enhance the health of communities through culturally sensitive programs that promote a healthy start, healthy choices, and access to services.  The Office of Immunization and Child Profile’s mission is to reduce and control vaccine preventable diseases and promote on-time immunization and preventive health care.

This position is the Manager of the Vaccine Management Section of the Office of Immunization & Child Profile in the Prevention and Community Health Division. This position reports to the Director of the Immunization and Child Profile Office and is one of five Section managers in the Office. 


	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 Manager of the Vaccine Management Section of the Immunization and Child Profile Office serves as one of five section managers and is a member of the Office Management Team and the Division of Prevention and Community Health Program Management Team. As a member of these teams, is responsible for representing the Office of Immunization and Child Profile and working closely with the other managers in the Office, Division and Agency to solve problems, address issues and find new ways of working together to further the mission of the Office, Division and Agency.
This position is responsible for planning, coordinating and directing all vaccine management related activities for the State Childhood Vaccine Program and vaccine management activities related to emergency preparedness response.  This position provides the vision, leadership and management to assure strategic development and implementation of the statewide childhood vaccine program to reduce and control vaccine preventable diseases and promote on-time, effective vaccination for children in the state. This Section includes six primary functional areas:  
· Budget partnerships, planning, monitoring and accountability for the $150 million plus annual vaccine budget 
· System level planning and policy development for implementing the State Childhood Vaccine Program, vaccines purchased for adults, and vaccines distributed during emergency response
· Daily operations for statewide provider enrollment, vaccine ordering and distribution 
· Accountability and Quality Assurance for the implementation and use of vaccine funded and distributed by the department
· Coordination of vaccine distribution and access during emergency response 
· Strategic planning, development, and integration of routine and emergency response vaccine management and accountability functions into the Washington Immunization Information System. 




	Assigned Work Activities (Duties and Tasks)
Describe the duties and tasks, and underline the essential functions. Functions listed in this section are primary duties and are fundamental to why the position exists.  For more guidance, see Essential Functions Guidance.


	Specific responsibilities for the Office include providing overall leadership and management in conducting the agencies activities to reduce and control vaccine preventable diseases and promote on-time immunizations and well-child care.  This position is required to:

· Provide leadership for strategic areas of the Program including various federal initiatives for the Office (e.g., Prevention and Public Health Fund grants; Federal VTrckS and program initiatives related to vaccine management etc.). The position is responsible for contributing to budget planning, strategic planning and other leadership activities of the Office, Division or Agency. 

· Develop and execute strategies, plans and partnerships to assure best practice standards are used for implementing the daily operations of vaccine management and managing system wide changes affecting the State Childhood Vaccine Program and other vaccines purchased and distributed by the department. 
· Develop, propose, and assure implementation of program policies and procedures consistent with national and state policies.  

· Administer and implement policies and procedures to assure Washington is in compliance with the federal vaccine management and accountability requirements of the Vaccines for Children federal entitlement program and other federal and state funding for vaccine purchase. 
· Assure implementation and complete accountability and reporting for all vaccines distributed by the department. Work closely with provider offices and local public health jurisdictions to assure compliance with state and federal requirements. Oversee and assure the accuracy of work carried out by staff to support these efforts.
· Assure the provision of technical assistance and consultation for vaccine storage, handling, inventory management and quality assurance and to promote best practices and assure vaccine accountability. Assure staff are knowledgeable of best practice standards in this area and provide accurate information about best standards to providers and other stakeholders. 
· Direct the purchase and distribution and daily operations that support purchase and distribution of state supplied vaccines, including the Washington’s Universal Childhood Vaccine Program. Work closely with the Washington Vaccine Association which represents Washington’s insurance community and provides the funds necessary for children with private insurance. Work closely with the Centers for Disease Control and Prevention which provides the vaccine financing for the children eligible for the federal Vaccines for Children Entitlement and also the rules and requirements for the federal Vaccines for Children Program and other federal funds for vaccine purchase. 
· Propose policy and strategies for vaccine related responses to any emergency event, including flooding, other natural disasters, local and pandemic disease outbreaks and man-made disasters. Assure the accuracy of work completed by staff responsible for and direct the implementation of the vaccine response associated with the emergency event. Work closely with office and division leadership, Communicable Disease Epidemiology, the Emergency Preparedness and Response Office and federal, state and local partners to develop and implement vaccine related response activities.

· Develop and propose policies and strategic planning for the use of the statewide Immunization Information System (IIS) for vaccine management business needs, provide leadership for and oversee use of the state’s immunization information system for routine and emergency use for carrying to vaccine management business function.
· Develop, direct and monitor the expenditure of allocated budget for section related project expenditures and project statewide vaccine need and related budget need. Ensure the accuracy of reporting of financial information related to the vaccine budget to federal, state and other funders or partners.

· Analyze and review legislation, rules, and policies: applies to section work and procedures.
· Office Leadership: Participates as a member of the Office management team by providing input in discussions regarding programs, policies, assignments, personnel, problem solving and budget. Attends division and agency management team meetings, as appropriate.
· Develop and maintain effective partnerships to support the goals of the section.  Leverage section activities and relationships to further the goals of the Office and division.    Key external groups include:  the Centers for Disease Control and Prevention, the Department of Social and Health Services, Health Care Authority (Medicaid and other programs), the WA Chapter of the American Academy of Pediatrics, the Washington Academy of Family Physicians, the Washington State Medical Association, the Washington Vaccine Association, health plans, the Washington Vaccine Advisory Committee, and Local Health Jurisdictions.

Key internal groups include:  other sections within the Office; other programs in Prevention and Community Health; Communicable Disease Epidemiology; the State Epidemiologist for Communicable Disease; Health Professions Licensing; and Emergency Preparedness and Response.
· Participate in the National Association of Immunization Managers and other professional organizations that help further immunization work and meet goals.  Involvement includes participating in organization activities, conferences, workgroups and leadership activities. Participation provides this position with necessary and required professional information to directly perform in a knowledgeable and informed manner. It is critical to the agency mission that we have an active voice and presence in a variety of professional public health communities and are involved in important changes and movements within these organizations.

· Supervise staff in the Vaccine Management Section of the Office of Immunization & Child Profile including planning, leading, organizing and controlling the work performed by the Section; directing the work of the Section in accomplishing Section and Office goals and objectives. Assure accuracy of staff work. Assure appropriate and optimum use of the resources of the Section 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 is responsible for the purchasing, ordering and distribution of one-hundred and fifty million dollars ($150,000,000) in vaccine for all Washington children (birth through age 18) under Washington's universal vaccine law, and some limited purchase of vaccine for adults, and the development of procedures and standards of practice to support this work. This position develops and requests the federal and state funds needed to assure all recommended vaccines are available to nearly 4,000 physicians in 1,100 clinics across the state. Close and effective working relationships with key CDC staff are essential for annual and monthly budget planning and daily vaccine ordering and distribution. Close effective working relationships with Washington’s local public health network is necessary to accomplish the goals of the Section. This position works closely with the Washington Vaccine Association on their work to generate the funds to sustain Washington’s universal vaccine purchase policy. The focus of the work is funding the state portion of vaccines needed for privately insured children, provider compliance and vaccine choice related policies and procedures. This position develops and communicates the guidelines for the use of state supplied vaccine. The guidelines include requirements for federal accountability and quality assurance for vaccine usage and management. They also include state requirements and accountability for Washington's universal Childhood Vaccine Program. The position monitors compliance with federal accountability and quality assurance requirements. The position provides leadership, guidance and supervises staff who implement vaccine related aspects of emergency response efforts. This position is responsible for assuring the accuracy and completeness of staff work for the section.



	Describe the scope of accountability.


	Decisions made by this position: section priorities and strategic planning; responsible for setting, monitoring and meeting section related grant goals and objectives. Proposes actions on sensitive issues. Accountability for personnel transactions includes recommending position establishment and hiring, performance review; organization of staff activities, delegation of responsibility to staff and assuring the accuracy of staff work. Accountability for staff activities includes assuring staff are competent to perform the work responsibilities of their positions.  Responsible for developing and implementing budget plans for operations related to the section’s CDC Immunization Grant responsibilities and other cooperative agreements and federal grants.  Responsible for developing, monitoring and accounting for the hundred-million dollar vaccine budget. Responsible for responding to audit requirements related to the vaccine budget, vaccine accountability and federal program requirements. Recommends disciplinary action for providers and assures follow-up for non-compliance with state and federal requirements.  Accountable to external stakeholders for areas of the Office implemented through the section – including the Washington Vaccine Association, the Washington Vaccine Advisory Committee, Local Health Departments, provider professional organizations, and provider offices throughout the state.  Recommends equipment purchases
Decisions brought to the Immunization and Child Profile Office Director: major equipment purchases; politically sensitive issues;  decisions with potential political or policy implications for the program or department; proposed enhancements, proposed grants or contracts; decisions that impact other DOH programs or have potential implications broader than the section level; shifts in budget and staffing allocations.  


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


	The potential impact of errors could affect the Office, Division, Agency, State and Federal government, or individuals in Washington.  
· This position is responsible for the policies and guidelines for implementing vaccine procurement, ordering, distribution, and accountability for the federal entitlement program, privately insured children and conducting these functions during public health emergencies. Errors could affect the availability of vaccine for routine and emergency situations and jeopardize participation in the federal aspects of both routine and emergency response efforts. We currently distribute more than 3 million doses of vaccine to about 4,500 providers in 1,200 clinics across the state.  During the H1N1 response effort, we distributed over 2.8 million doses of vaccine to about 8,000 providers in 2,500 clinics across the state in a 5 month time frame.
· Errors in the projection, development and monitoring of the state and federal vaccine budget could result in financial consequences to the state, the Washington Vaccine Association and the federal government. It could also mean we do not have enough vaccine available to meet the state’s obligation to provide all recommended vaccines for all children. 
· Errors in meeting the federal accountability standards for vaccine management could result in audit findings for the state, local health departments and providers. The consequences could include requirements of financial restitution, or other federal sanctions. These consequences extend to accountability for vaccine during and emergency response. During the H1N1 response effort, we were responsible for weekly vaccine accountability reporting to the federal government.

· Errors in developing and implementing functionality related to routine or emergency response vaccine activities using the state’s Immunization Information System could affect every Local Health Jurisdiction, immunization provider and person in Washington since all vaccines are ordered and tracked through the IIS. Federal accountability for emergency response reporting is also met using the system.  Errors could result in failure to make vaccine available for program participants, disruption of the childhood vaccine program or emergency response effort, audit findings and potential financial repercussions for inaccurate or failed monitoring or reporting.  
· Errors in vaccine storage, handling guidance and accountability could affect providers and large segments of the population if non-viable vaccine is administered and recipients have to be revaccinated.  Additional consequences include the financial loss associated with vaccine that is not stored and handled appropriately and the cost of vaccines used for revaccination. 
· Errors made by this section could result in significant financial consequences and other sanctions to the state and federal government and the Washington Vaccine Association.


	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.


	· About $150,000,000 in annual vaccine purchasing in 2015.  Approximately 45% of funds are federal entitlement funds, 3% are federal discretionary funds and 52% are state funds.  The Washington Vaccine Association, representing the health insurers of WA, generates most of the State funds. The Health Care Authority, representing the Children’s Health Insurance Program (CHIP) and the Children’s Health Program (CHP) generate about 2% of the state funds.
· Annual budget for section specific areas of the federal grant is approximately $350,000
· Special projects: Prevention and Public Health Fund grants for vaccine management work = about $250,000 for work directed by this position.


	Other financial influences/impacts.


	· As a member of the Office Management Team, influences and impacts the financial decisions made for the Immunization and Child Profile Office with a total operating budget of about 10 million.

· Influences the Washington Vaccine Association regarding their assessment and collection of funds needed to pay for the vaccines for Washington's privately insured children (approximately $60 million per year). 
· In the event of a pandemic or disaster, the position is responsible for implementing vaccine related responses, including ordering, distribution and accounting for vaccine used in the response.


	Supervisory Responsibilities

	Supervisory Position: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

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

HSC 4 - Vaccine Assurance Supervisor
HSC 3 - Vaccine Assurance and Systems Consultant
HSC 3 - Response and Operations Consultant
HSC 3 - PPHF VTrckS-IIS Enhancement Grant Coordinator

AA3 - Administrative Assistant



	Decision Making and Policy Impact


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


	This position is responsible for using judgment and making decisions to protect Washington from vaccine preventable diseases, increase immunization coverage rates and promote preventive health care for children.  Decision making includes:  
· Using federal and state funds to conduct activities to meet short and long-term goals, 

· Developing policies and procedures that facilitate implementation and assure compliance with federal and state laws, rules and requirements, 
· Directing the routine purchase and distribution of vaccines for use throughout the state for the State Childhood Vaccine Program and emergency response events,

· Influencing federal and state policy development and implementation strategies to support state goals 
· Directing the use of the state’s immunization information system to support routine and emergency use for carrying out program responsibilities related to vaccine management.
· Assuring technical assistance and consultation is available to assure best practice standards are used by participants in the Childhood Vaccine Program and during emergency response events 
· Assuring the accountability of vaccine to safeguard federal and state resources and conducting necessary follow-up with local health departments and providers to assure federal requirements are met.


	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 responsible for making significant recommendations due to expertise or knowledge.  For example:

· In 2006, the Centers for Disease Control and Prevention established pilots to centralize vaccine distribution for the childhood vaccine program at the national level. Under the leadership of this position, Washington was one of four pilot sites in the nation for this effort. Prior to that time, Washington ordered and received all vaccines into a state warehouse and state staff redistributed vaccine to local health departments. Local health departments distributed vaccine to providers. This position led the statewide transition for 35 local health departments, 1,200 provider sites and multiple stakeholders. Recommendations at the State level included the strategic planning process, the stakeholder involvement strategy, the communication plan, guidelines for vaccine management and accountability, budget development and evaluation.  Recommendations at the federal level included strategic planning for the national roll-out, design and use of educational materials and tools supporting technical aspects of implementation, and stakeholder involvement. This position was responsible for assuring communication and training to multiple stakeholders (local health, providers, provider professional organizations, CDC, vaccine manufacturers etc.,) prior to and throughout the transition. This position developed or directed and assured the accuracy of staff work in the development of communication and educational tools and assured technical assistance was provided to all stakeholders to support a seamless transition. Program and statewide systems changes were monitored to determine the impact of the change. The result was a modernization of the vaccine ordering and distribution process, improved satisfaction within the provider community, the elimination of the state vaccine warehouse, and multiple local vaccine depots. The change ultimately facilitated the implementation of on-line vaccine ordering and other vaccine management functions using the Child Profile Immunization Information System. 
· In 2009, state portion of the costs of HPV vaccine for children less than 19 years of age was eliminated. This resulted in a transition from Washington’s universal purchase policy (where all vaccines are purchased for all children) to a status of HPV Select (where all vaccines except HPV were purchased for all children). This transition represented a huge change for providers and local health departments throughout the state. This position lead the statewide transition. The transition effort involved strategic planning and communication to multiple stakeholders (local health, provider professional organizations, CDC, vaccine manufacturers etc.,) prior to and throughout the transition. This position developed accountability mechanisms to support the change and assure federal accountability requirements were met and federal funds were not jeopardized.  This position developed or coordinated the development of communication and educational tools and assured technical assistance was provided to all stakeholders to support a seamless transition and monitored program and statewide system impacts of the change. This position provided leadership and directed staff work in implementing delegation of authority in the State of Washington which allowed underinsured children to be vaccinated with HPV vaccine (the only vaccine for which Washington was not universal) in their medical home rather be referred elsewhere for vaccination. The implementation of delegation of authority continues to have significant financial benefits for the state in addition to supporting the medical home for all children. Transition planning included work with pharmacies and manufacturing representatives to assure that insured children had options for HPV vaccination.
· In 2010, this position provided leadership in the work with the Washington Vaccine Association, which represents the health insurers of the state and generates the funds needed to retain universal childhood vaccine purchasing.  This position is responsible for ongoing work with this association and assuring the statewide purchase and distribution of vaccines.  Interactions between this position and WVA staff occur on a daily basis and support the WVA financing of about $35 million of the agency’s annual vaccine purchasing of about 120 million.  The total amount of vaccine purchasing increases each year and so will the contribution of the WVA for their portion of the purchasing.
· In the 2009 and 2010, H1N1 pandemic, this position participated in Office, Division and Agency Leadership teams for planning and implementing the response. Policies and protocols were developed in collaboration with Emergency Preparedness and Response, Communicable Disease Epidemiology, agency leadership, local health and the provider community.  Recommendations included the protocols for working with pharmacy organizations, strategic planning for provider registration and enrollment, statewide vaccine allocation models, statewide accountability, tracking and vaccine transfer strategies, public health education, training and support for the response. This position lead communication and promoted significant partnerships with the Washington State Pharmacy Association, independent pharmacies and national and regional pharmacy chains during the H1N1 response.  The Vaccine and Registry Integration Section developed and disseminated communication materials, developed training materials and conducted training and provided technical assistance for vaccine management and accountability. This position directed and supervised the work of staff implementing the vaccine ordering, distribution and accountability components of the state’s response to this pandemic.  This position worked with key stakeholders to resolve sensitive issues during the response The Vaccine and Registry Integration Section pre-registered and enrolled all providers in the H1N1 effort and allocated, ordered and distributed all H1N1 vaccine throughout the state.  The section also was responsible for federal accountability requirements implemented by and reporting requirements met by staff directed through the Section. This position continues to work closely with the agency’s emergency preparedness leadership, staff and external partners on lessons learned from the H1N1 experience and adjustments to our policies and planning to support an improved response to the next event.
· This position had a key role in the 2010 transition to a new vaccine financing system through the Washington Vaccine Association and through on-going leadership with the WVA. Recommendations to the Washington Vaccine Association included strategies for implementing provider outreach for completion of the assessment strategy and follow-up for compliance; strategies for approaching vaccine selection for influenza vaccine; strategies for and conducting a vaccine selection process as indicated in statute – including managing default order set development and inclusion of combination vaccines; strategies for streamlining the provider choice process using the statewide immunization information system. Recommendations to the Office Director included communication strategies for all stakeholders; information gathering from approximately 4,000 providers participating in the childhood vaccine program through 1,200 sites throughout the state; coordination of responses from large provider organizations with multiple locations throughout the state; and the overall implementation strategy for the effort. The position directed and assured the quality of work conducted by staff to support this effort. 

	


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


	Decisions made by this position: section priorities, strategic planning and activities to conduct to meet goals and mission of the section, Office and Division; implementation plans that support stakeholder involvement and competence in carrying out the activities associated with participating in the program; recommendations for action by the Office and as appropriate by the Division and Agency; partnerships and collaborations to pursue; proposed actions on sensitive issues; implementation plans for the state’s universal vaccine financing law; personnel transactions including position establishment and recommendation for hiring, performance reviews; organization of staff activities and delegation of responsibility to staff, budget development for program operations and vaccine purchasing and distribution under the state’s universal financing law; in and out of state travel (in accordance with division/agency policies) recommendation of funding to pursue, recommended contracts needed, training and development and equipment purchases. 




	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 made by this position are both tactical and strategic.  Tactical decisions relate to the responsibility of this position is to assure administration of all aspects of the Childhood Vaccine Program in accordance with state and federal laws, rules and requirements.  Strategic decisions relate to the responsibility of this position to recommend and implement new policies and partnerships to support Section, Office and as appropriate Division and Agency goals.  Strategic policy development includes interpreting state and federal requirements and best practice standards and assuring appropriate guidance, technical assistance, materials and communication are in place to support appropriate implementation of the policy by affected stakeholders. Policy development also includes contributing to or completing analysis of new or revised state and federal laws or requirements and promoting accurate implementation at the Office, agency, organization and community level.  Strategic partnerships include new sources of funding, new and existing collaborations to increase and improve the implementation network of the Childhood Vaccine Program, new and existing alliances to support various efforts to increase awareness, inform and address issues and assure smooth transitions and adequate change management.


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


	Risks and consequences of decision made by this position can affect Washington residents, staff, contractors, other state or private agencies, the state of WA or the federal government.  Risks could create policy, legal or fiscal problems.


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

	Required Education, Experience, and Competencies.


	Four years experience providing leadership and management of a public health program.
Three years experience supervising administrative, technical and professional staff.
Three years experience with a federal grant, including overseeing development of application materials, budget development and monitoring requirements, report submission and site visits from grantor.

Knowledge: population-based health promotion and communication; public health methods and core functions; the Affordable Care Act and the health care environment; budget preparation, management and tracking; organizational development and strategic planning; management principles; principles of cultural competency.

Skills: planning for and prioritizing complex, systems and policy development, addressing high visibility issues; developing partnerships, leading, coaching and mentoring professional staff and teams; communicating politically sensitive information;  communicating and working effectively with diverse groups; facilitation; negotiation; active listening; balancing multiple tasks; adapt to change and shifting workload demands; maintain a clear focus on internal and external customer needs; continual development of cultural competency.  Applies quality improvement tools to improve efficiency, accuracy and overall quality



	Preferred/Desired Education, Experience and Competencies.


	Three years experience overseeing complex budgets with multiple funding sources. 

Master’s degree in public health, public administration, or closely related filed. 

Three years experience developing and managing contracts.
Three years experience developing strategic partnerships.
Two years experience in an infectious disease program.
Knowledge: Immunization practice and policy; structure of public health in Washington State as it relates to federal, state, and local levels; development and implementation of immunization registries or other public health information systems


	Special Requirements/Conditions of Employment

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


	


	Working Conditions

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

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


	Schedule (i.e., hours and days): 
	Must be able to work in excess of 40 hours per week when necessary to perform the core functions of the position.  Standard business hours are Monday - Friday from 8 a.m. to 5 p.m., but the incumbent may be expected to adjust the work schedule to meet business needs.

	Travel Requirements: 
	Employee must be willing and able to travel occasionally, as needed, either alone or with another person, overnight, for several days and/or out of state.  Willing and able to legally operate a state or privately owned vehicle OR provide alternative transportation while on state business.

	Tools and Equipment: 
	This position requires frequent phone conversations while looking up information on the computer.  Duties require the use of standard office furniture and equipment (e.g., desk, filing cabinet, computer, printer, telephone, fax machine, copy machine, etc.

	Customer Relations: 
	Daily contact with office-level managers and staff.  Frequent contact with CDC and other state, federal, and national stakeholder organizations.

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

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

Must be willing to participate in emergency response activities and when the Agency Coordination Center is activated.



	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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