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	STATE OF OREGON — DHS

POSITION DESCRIPTION

To print only the Position Description, enter 
“S2-” in the Pages field 
	Position Revised Date:

11/3/2010
This position is:

	Agency:  Department of Human Services
Cluster:  Public Health Division
 FORMCHECKBOX 
 New   
 FORMCHECKBOX 
 Revised
	 FORMCHECKBOX 
 Classified

 FORMCHECKBOX 
 Unclassified

 FORMCHECKBOX 
 Executive Service

 FORMCHECKBOX 
 Mgmt Svc – Supervisory

 FORMCHECKBOX 
 Mgmt Svc – Managerial

 FORMCHECKBOX 
 Mgmt Svc - Confidential

	SECTION 1.  POSITION INFORMATION

	
a.
Classification Title:
	Principal Exec Mgr D
	
b.
Classification No:
	X7006

	
c.
Effective Date:
	1/15/11
	
d.
Position No:
	702 DF

	
e.
Working Title:
	Interoperability Grant Manager
	
f.
Agency No:
	10000

	
g.
Section Title:
	Immunization
	
	

	
h.
Employee Name:
	VACANT
	

	
i.
Work Location (City – County):
	Portland- Multnomah

	
j.
Supervisor Name:
	Lorraine Duncan

	
k.
Position:
	 FORMCHECKBOX 
 Permanent
 FORMCHECKBOX 
 Seasonal
 FORMCHECKBOX 
 Limited Duration
 FORMCHECKBOX 
 Academic Year

 FORMCHECKBOX 
 Full-Time
 FORMCHECKBOX 
 Part-Time
 FORMCHECKBOX 
 Intermittent
 FORMCHECKBOX 
 Job Share

	
l.
FLSA:
	 FORMCHECKBOX 
 Exempt

 FORMCHECKBOX 
 Non-Exempt
	If Exempt:
	 FORMCHECKBOX 
 Executive

 FORMCHECKBOX 
 Professional

 FORMCHECKBOX 
 Administrative
	m.
Eligible for Overtime:
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No


	SECTION 2.  PROGRAM AND POSITION INFORMATION


a. Describe the program in which this position exists.  Include program purpose, who's affected, size, and scope.  Include relationship to agency mission.

The legislature created the Department of Human Services (DHS) in 1971 by bringing together the state’s principal human services agencies. The department, with more than 9,400 positions and a 2003-2005 budget of more than $9.3 billion, administers more than 250 programs.

The DHS mission is “Assisting people to become independent, healthy and safe.” The department’s work is organized around four broad goals: People are healthy, people are safe, people are living as independently as possible, and people are able to support themselves and their families. Each goal is supported by specific measurable outcomes.

This approach – stating goals, measuring results, and reporting progress to the public – reflects the department’s commitment to better outcomes for clients and communities.

Because many clients have multiple needs, the department is integrating services, seeking to bring a broad range of supports within easy reach of each client or family. This approach, recognized as pioneering in the nation, requires close collaboration among staff within the department and with local governments, service providers and other partners.

The DHS Immunization Program works to prevent vaccine-preventable diseases in Oregon.  This supports State Public Health’s primary mission: to protect, preserve, and promote the health of the citizens of Oregon.  

The Immunization Program participates in and supports the Oregon Partnership to Immunize Children and Oregon Adult Immunization Coalition, working through and with: 

Private and public health care providers; Business and industry; Professional organizations; Faith-based organizations; Community groups; Schools and child care providers; Civic and service clubs; Other stakeholders; and Government agencies


The Immunization Program: 

·
Educates and protects the populace through vaccine distribution 

·
Reports vaccine preventable diseases and adverse events associated with the receipt of vaccine 

·
Responds to vaccine preventable disease outbreaks  

·
Manages and distributes federal and state supplied vaccine to local public health departments 

·
Electronically processes vaccine orders from private Vaccines for Children (VFC) certified providers for direct delivery

The Program provides vaccine technical assistance and its programs to Oregon’s vaccine providers.  It develops and distributes vaccine-related health education materials to the general public.  The Program assesses immunization coverage levels, specifically for children from birth to two years.

The Program will soon be combining the two computerized tracking systems for immunization follow-up: 

·
IRIS, an immunization medical record system for public clinics; 

·
ALERT, a statewide immunization registry, combining immunization data reported from public and private providers.  

Oregon’s school immunization law is coordinated, monitored and enforced by the Program.  

The Immunization Program is committed to promoting culturally competent, family-centered and community-based services.

b.
Describe the primary purpose of this position, and how it functions within this program.  Complete this statement.  The primary purpose of this position is to:
Provide overall leadership, public health expertise and direction on interoperability between internal and external systems as they interact with the ALERT Immunization Information System, Oregon’s statewide immunization registry. The Interoperability Manager must work closely with the ALERT IIS Manager as well as the managers and staff of other FamilyNet modules, DHS agencies, private providers, local health departments, HMOs and health plans and community partners, Office of Family Health and the State Immunization Section.  This position is responsible for overseeing the CDC IIS/EMR Interoperability Grant, and for providing leadership and coordination to the technical staff of the ALERT IIS.  ALERT IIS is a national model for statewide immunization information systems.  This position is responsible to ensure that all interoperability activity within the ALERT IIS supports the Immunization Program’s strategic direction to integrate ALERT IIS with all aspects of the Program and the FamilyNet system.  

	SECTION 3.  DESCRIPTION OF DUTIES

	List the major duties of the position.  State the percentage of time for each duty.  Mark “N” for new duties, “R” for revised duties or “NC” for no change in duties.  Indicate whether the duty is an “Essential” (E) or “Non-Essential” (NE) function.


	% of Time
	N/R/NC
	E/NE
	DUTIES

	   Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.

	45%
	N
	E
	Grants Management:
Provide leadership and managerial oversight to the CMS Interoperability Grant and to the CDC IIS/EMR Interoperability Grant. Coordinate with Hewlett-Packard, OR-KIDS, DMAP, the ALERT IIS manager and team, and other key partners to accomplish the goals of these grants. Ensure that all grant activities are completed and that all reporting requirements are met. Develop and manage project plans and schedules. Provide consultation and expertise on HL7 messaging and web service integration. Evaluate project performance and deliverable to assure project meets its goals and deliverable within budget. Oversee grant budget and accounting practices.  Identify and implement management of project risks, including mitigation strategies.  Identify and initiate corrective action to keep project on track when need arises.  Oversee the creation and maintenance of project documentation, modifying when necessary.  Provide input and oversight on the administration of contracts; monitor and approve vendor performance. Assign priority and monitor tasks assigned to project team and recommend adjustments to workload or resources when necessary.  Communicate orally and in writing to project stakeholders, team members, community partners, private providers, insurers and health plans, and health departments throughout the state.  


	10%
	R
	E
	Interoperability Leadership:

Coordinate closely with IIS manager to forward interoperability agenda for the ALERT IIS. Engage in HIE planning as needed with internal and external partners, and provide expertise and consultation on the impact of meaningful use and HIE on the IIS. Ensure that interoperability decisions do not adversely impact stakeholder needs.  Represent the ALERT IIS on matters related to interoperability and public/private partnership efforts at national, regional, state, local and professional levels.  Represent ALERT IIS on workgroups focused on data exchange and interoperability as necessary.  


	40%
	N
	E
	Technical Team Coordination:

Coordinate technical and operational efforts within the ALERT IIS focused on interoperability. Partner with the IIS manager to develop structure and plan strategic directions for team objectives and goals. Lead team meetings with technical and operational staff. Provide leadership and guidance to accomplish key goals for unidirectional and bidirectional data exchange. Interface with Office of Information Systems (OIS) to seamlessly coordinate work of embedded OIS staff. Provide consultation and technical assistance to external partners as needed. Provide input to identify and implement methods to meet business and technical needs in an efficient, cost effective manner. 

	5%
	N
	E
	Other duties as assigned.

	
	
	
	


	SECTION 4.  WORKING CONDITIONS


Describe any on-going working conditions.  Include any physical, sensory, and environmental demands.  State the frequency of exposure to these conditions.

This position is stationed at PSOB.  The majority of work will be performed at this location.  Some overnight travel may be required to attend national, state and local meetings and to make field visits to a variety of public and private provider sites.  Work hours may be other than 8 am to 5 pm, and may include evenings and weekends.  Employee may be required to work occasional evenings or weekends on- or off-site as part of program's emergency response to a designated public health event.
.




	SECTION 5.  GUIDELINES


a.
List any established guidelines used in this position, such as state or federal laws or regulations, policies, manuals, or desk procedures.

Federal and State laws governing administration of vaccines and access to information

State, FamilyNet, OIS and Immunization ALERT standards for systems development

Knowledge of project management standards and practices

Annual Immunization Program grant apllication to CDC

ACIP Recommendations (current)

Immunization Program Policy Manual

Oregon Revised Statutes

Oregon Administrative Rules

AIRA Programmatic Standards

CDC Functional Standards

Red Book (current)

ALERT laws, rules and policies

b.
How are these guidelines used?

To ensure that the current system functionality and future development complies with standards for administering and reporting vaccines; meets the business needs of State and local Immunization staff; integrates seamlessly with FamilyNet and OFH; comply with State’s approach to project management. 
	SECTION 6.  WORK CONTACTS

	With whom, outside of co-workers in this work unit, must the employee in this position regularly come in contact?


	Who Contacted
	How
	Purpose
	How Often?


	Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.

	PHD Program/Policy staff
	Phones, meetings, email
	Project regulations/performance/ requirements
	As needed

	FamilyNet Steering Committee
	Phones, meetings, email
	Project status/schedules/budget
	Semi-monthly

	DHS-OIS
	Phones, meetings, email
	Ongoing tasks status/schedules/budgets
	Daily

	Local Users and vendors
	Phones, meetings, email
	System specifications, performance and provide required information
	As needed

	State Agencies
	Phones, meetings, email
	System-related information
	As needed

	CDC
	Phones, meetings, email
	System-related information
	As needed

	Other States
	Phones, meetings, email
	System-related information
	As needed

	General Public
	Phones, meetings, email
	System-related information
	As needed

	Medical providers, health plans
	Phones, meetings, email
	System-related information
	As needed


	SECTION 7.  POSITION-RELATED DECISION MAKING


Describe the typical decisions of this position.  Explain the direct effect of these decisions.

Makes decisions related to planning, implementation and evaluation of grant activities and objectives.Decisions affect the projects and enhancements to be undertaken, priorities, and outcomes, and operation of the project and the quality of data within the system.  Decisions affect the ability of the Department to deliver its programs and perform its mission.  Decisions directly impact budget and cost benefit of projects.  
This position also makes recommendations regarding policy and fiscal decisions which affect local agencies, private providers, and other state partners, and may affect the credibility of the Department. The position helps establish standards for interoperability and recommends best practices. 




	SECTION 8.  REVIEW OF WORK

	Who reviews the work of the position?


	Classification Title
	Position Number
	How
	How Often
	Purpose of Review

	Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”

	PEM(F)
	135
	Reviews grant progress, project direction, quality of output, and outcome/results.
	Weekly
	To ensure successful grant implementation, and successful interoperability with partners going forward.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	SECTION 9.  OVERSIGHT FUNCTIONS

	a.
	How many employees are directly supervised by this position?
	5
	

	
	How many employees are supervised through a subordinate supervisor?
	0
	

	b.
	Which of the following activities does this position do?

	
	 FORMCHECKBOX 
  Plan work
 FORMCHECKBOX 
  Coordinates schedules

 FORMCHECKBOX 
  Assigns work
 FORMCHECKBOX 
Hires and discharges

 FORMCHECKBOX 
  Approves work
 FORMCHECKBOX 
  Recommends hiring

 FORMCHECKBOX 
  Responds to grievances
 FORMCHECKBOX 
  Gives input for performance evaluations

 FORMCHECKBOX 
  Disciplines and rewards
 FORMCHECKBOX 
  Prepares & signs performance evaluations

	SECTION 10.  ADDITIONAL POSITION-RELATED INFORMATION


ADDITIONAL REQUIREMENTS: List any knowledge and skills needed at time of hire that are not already required in the classification specification:
The expertise required for this position includes a combination of management skills, team leadership, advanced technical skills, excellent communication skills, experience with public speaking, extensive background with health data systems, knowledge about immunization schedules and algorithms, and knowledge of research and statistical methods.  
Familiarity with electronic health information exchange and HL7 messaging is highly desirable.

Experience with web service implementation is highly desirable.

Experience working with Electronic Health Records (EHRs) and data.

Ability to plan and manage support activities in a rapidly changing technical and business environment. 

Ability to manage multiple projects and enhancements at once.  
Strong background/knowledge in information systems is required.  
Regular attendance and punctuality are essential functions required to meet the demands of this job and to provide necessary services.  
Ability to work some evenings or weekends.
Ability to respond in person or by phone to emergency public health events if needed.

This position works collaboratively in a team setting.  Good team player skills are necessary, including the willingness to collaborate, share information, and contribute to the team’s success as necessary.  Contribute to a positive respectful and productive work environment.
	BUDGET AUTHORITY: If this position has authority to commit agency operating money, indicate the following:


Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”.

	Operating Area
	Biennial Amount ($00000.00)
	Fund Type

	Lead responsibility for CMS Grant and CDC IIS/EHR Interoperability Grants approved by Immunization Program Manager (position 135)
	$1.3 million
	Grant Funding

	
	
	

	
	
	


	SECTION 11.  ORGANIZATIONAL CHART

	Attach a current organizational chart.  Be sure the following information is shown on the chart for each position:  classification title, classification number, salary range, employee name and position number.

	SECTION 12.  SIGNATURES

	
	
	
	
	
	
	
	
	

	
	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date
	

	
	
	
	
	

	
	Appointing Authority Signature
	
	Date
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