COOS COUNTY JOB ANNOUNCEMENT

PUBLIC HEALTH PROGRAM ADMINISTRATOR
$4,893 – 6,228 per month

DEPARTMENT:
 Health & Human Services
GENERAL STATEMENT OF DUTIES:
Please refer to the attached position descriptions.

APPLICATION PROCEDURE: Coos County application @ (www.co.coos.or.us) REQUIRED.  

Apply to:
Coos County Human Resources Department 

Courthouse 

250 N. Baxter 

Coquille, OR  97423

Fax 541-396-1018

CLOSING DATE:

Open Until Filled



**EOE**
Posted:
Courthouse



North Bend Annex



County Website


Employment Office 


Craigslist



Register Guard



Oregon State University

University of Oregon



Southern Oregon University
Portland State University

NOTE:
Under provision of the Immigration Reform and Control Act of 1986, 

Coos County requires that any person hired or rehired to provide evidence of identity and eligibility for employment.

====================================================== 

Coos County Human Resources Department, Courthouse,
 250 N. Baxter, Coquille, OR  97423.  (541) 396-7581
	1. Current Classification Title:  Health

	2.
Working Title:   Public Health Program Administrator

	3.
Department:     Health & Human Services

	4.
Pay Grade & Range:  778  $4893 - $6228

             Position Is:
Full Time

Part Time

Extra Help




Seasonal

Other______________________________
             Excluded from Bargaining Unit?
             Yes    No   _________

Eligible for Overtime?
                          Yes    No 

	5. What is the purpose of this position?

The Public Health Program Administrator is responsible for the development of program planning, implementation, and evaluation of the work performed in the public health division under Health and Human Services for assigned personnel:  assist with budget development and monitoring; hiring and supervising professional and medical staff; developing and maintaining community partnerships; and assuring compliance with laws and public health strategies to protect and improve the health of the community.

The work involves program direction and supervision of all professional staff, assisting with budget preparation and expenditure control of local, state, federal and private funds; does related work as delegated by the Health and Human Services Director of Coos County.

	6.
Essential functions of position.  (Reason position exists is to perform these functions.)  List duties that must be performed to accomplish the purpose of the position. 

· Develops public health program objectives and plans programs in collaboration with the Health and Human Services Director, other department leadership, consumers, program managers and staff.

· Prepares/presents annual program plan and budget, which includes an assessment of County public health needs, program goals, projected local revenues, and requests for state and federal revenues.

· Works with the Financial Director of Health and Human Services to monitor and manage the programs budget to control expenditures and maximize revenues.

· Monitors program and contracted services to insure compliance with statutory responsibilities, state administrative rules, and state program assurances for nursing practice, agency licensing, public health and environmental health.

· Oversees all hiring of new professional employees.  Coordinates development of staff training, evaluation standards, quality assurance and quality management with program managers.

· Maintains department administrative and business practices consistent with county and department policies.

· Works with the Financial Director to promote, develop, support and maintain utilization of informational technology that facilitates the department in meeting its service goals and business practices.

· Promotes and supports quality improvement that provides quality professional practice, meets clients and service outcomes, meet state, federal and grantor standards, and complies with Oregon Revised Statutes and Oregon Administrative Rules, and County ordinances, policies and rules.

· Directs and conducts in-service training programs for staff and community groups in matters relating to public health.  Acts as spokesperson for the County on Public Health issues.

· Consults with individuals, groups and agencies to assess community service needs for public health.  Reviews consumer usage of existing services.  Meets with Health and Human Services Director, state agencies, associations and councils to acquire information and represents Coos County in policy matters.

· Responds to general inquiries from the public concerning the availability of public health services.  Responds to complaints of questions about services provided to clients of County public health programs.

· Participates in all aspects of preparedness including classes and drills, as well as federally required Incident Command Training and acts as Incident Commander in the event of a public health emergency.

· Participates as a voting member of the State Conference of Local Health Officials (CLHO).

· Serves as an ex officio member of some community committees and boards.

· Has a working knowledge of all department programs.

	7.
Supervision.

1. This position works under the general supervision of the Health and Human Services Director of Coos County.

2. This position provides general administrative direction of all professional, paraprofessional staff of the Coos County Public Health Program.

	8.
Working conditions of position.

Typical office setting, usual hours 8-5, Mon-Friday.  Position may require occasional physical exertion including bending, stooping, reaching, and lifting of stacks of files up to 25 pounds.  Travel within the county may be required.  Physical capability to handle high degree of mobility required by the position.  

	9.
List required special skills, licenses, certificates, etc.

· Expert knowledge of the philosophies, principles and practices of public health.  Thorough knowledge of statues and administrative rules which govern community health operations as well as those which define public health.  Considerable knowledge of administrative principles associated with budgeting, employee supervision, personnel management and program planning.  Ability to supervise and train professional staff and paraprofessional personnel; effectively utilize consultation and team approaches on program assessment, development and management; develop and maintain effective working relationships with staff, agency personnel and the public.  Skill and knowledge in writing comprehensive annual program and plans.  
· Must be able to accept supervision and adhere to County and Department policies.  Must comply with professional ethics, rules of conduct and confidentiality, and privacy laws.  Must be able to establish and maintain harmonious working relationships with other employees and maintain effective interpersonal relationships with co-workers, subordinates and other agencies.  Must have ability to represent the highest public image of the Health and Human Services Department.  Must maintain a positive attitude and represent the County and the Department in the community in a positive manner.
· Masters degree (preferred) in public health, nursing, or related field, or a bachelor’s degree PLUS graduate level courses in biostatistics, epidemiology, environmental health, health services administration, and social and behavioral sciences relevant to public health problems.  Five years of progressively responsible experience in a community/public health environment, including both administrative and supervisory experience.
· Understanding and management of health care management and administrative practices, a thorough working knowledge of Oregon Public Health Law and Administrative Rules, and accompanying policies and procedures, and in-depth understanding of epidemiology, community health education and promotion, medical clinic operations, community dental prevention program, maternal/child health, emergency preparedness and incident command principles.

	10.
Is operation of motor vehicle required?

Yes

No


	11.
List equipment, tools, machines used in performance of duties.

Skilled in use of current computer and software technology, telephone, copy machine, fax and other general office machines such as personal computer, laptop, typewriter, calculator, recording equipment, overhead projector.  Must be familiar with Microsoft Word, Excel, and Access. 


