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	Health and Human Services Enterprise

	Position Description

	TO:  accessHR Classification Office

	I.  POSITION DATA:

	Position Number(s):        00058896

	Functional Job Title:        Registry Operations Manager

	Class Title:                      Manager III 

	Class Number:                1602

	Salary Schedule/Group:  B24

	FLSA Status:                   Exempt

	Work Location:  

	HHSAS Department Name:          Cancer Registry

	HHSAS Department ID Number:  G63000

	Bureau/Facility/Division: Environmental Epidemiology & Disease Registries Section/Community Health Improvement Division
Registries
HHSAS Department ID Number:  H60200

Bureau/Facility/Division:  Disease Control & Prevention/Environmental Epi & Disease Registries
HHSAS Department ID Number:  H60200

Bureau/Facility/Division:  Disease Control & Prevention/Environmental Epi & Disease Registries


	Agency:  Department of State Health Services

	II.  IMMEDIATE SUPERVISOR OF POSITION: 

	Supervisor’s Name:                            

	Supervisor’s Employee ID Number:    00000101839

	Supervisor’s Position Number:           00058792

	Supervisor’s Phone Number:            

	III.  GENERAL DESCRIPTION:

	Brief Job Description:
Under general direction of the Branch Director, performs complex managerial work overseeing statewide cancer registry operations, quality assurance, and training, including registry software coordination. Works with other TCR managers and team leads to ensure required and consistent registry operations, quality assurance, and training processes, using specialized knowledge about national and international cancer surveillance guidelines and standards, as well as state requiremetns, administrative rules and statutes. Provides support and direction for overal cancer registry operations and quality assurance-related strategic planning, including planning, implementing, monitoring and evaluation to assure that program goals are met. Establishes program goals and objectives; develops guidelines, procedures, policies, rules and regulations and monitors compliance with each; and coordinates and evaluates these activities in the registry. Assists with grant applications and monitors grant activities. Plans, assigns and supervises the work of others. Responds to administrative, legislative, legal, budget, personnel and programmatic requests. Acts as Branch Director in the Director’s absence. Works with considerable latitude for the use of initiative and independent judgment.
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	IV.   ESSENTIAL JOB FUNCTIONS (EJF):  List in order of importance the essential job functions.

Following each EJF, indicate in parentheses ( ) the percentages of time spent.  Percentages should be in increments of 5% and not exceed 100%.

	Attends work on a regular and predictable schedule in accordance with agency leave policy and performs other duties as assigned.
70%) Manages registry operations and quality assurance activities, staff, and contributes to the continuous improvement of the statewide Texas Cancer Registry. Oversees and coordinates statewide registry operations such as case-finding, data collection for small case-load facilities, data quality and casefinding audits, training, technical assistance for reporters, electronic pathology reporting, and meaningful use. Duties include oversight of quality assurance activities, such as case report consolidation, edits and inter-record edits, maintaining the Texas Cancer Registry Handbook, and ensuring all registry operations and quality assurance policies and procedures are current with nationals standards and requirements. Works with technical supervisors for all registry functions, including data management and epidemiology. Directs the planning, development, implementation and evaluation of daily operations, and assures policies, requirements, and standards are followed. Develops short/long-term goals, priorities and plans for areas of responsibility. With input from technical registry supervisors, determines goals and standards for the registry and oversees the development and improvement of related registry procedures. Develops or modifies program policies and procedures to meet program goals and mandates. Develops and approves program schedules and sets priorities of operations. Provides consultation to resolve problems and interpret program policies, procedures and standards for areas of responsibility. Identifies needed areas of change and makes recommendations for improvement. Oversees the preparation of required management and performance reports. 

(15%) Prepares business and strategic plans, and working with the branch director assisting with preparation of grant applications (including determining scope of work, outlining project objectives, timelines, assembling and writing project sections). Also responsible for assisting with grant progress/annual reports and project accounting.  Prepares (including determining the design, content, and writes) other registry operations and quality assurance-related technical reports. Functions as liaison between the program and local, state and federal agencies; public and private groups, hospital administrators, associations and other health-related professionals concerning the functions, policies and procedures related to registry operations and quality assurance. Represents the cancer registry at meetings and conferences.

(10%) Directly hires, orients, supervises, and evaluates staff. Develops staff performance standards and monitors performance. Provides guidance, leadership, and oversight to staff as warranted.  Works with other managers/team leads when needed to help resolve issues.  Evaluates performance at recommended time periods. Recommends and prioritizes training activities for core business operations/administrative staff and fosters staff professional growth and development. Acts as Branch Director in director’s absence and has program fiscal and administration approval authority.  
(5%)  Performs related work (marginal functions) as assigned.  Other duties as assigned include, but are not limited to, actively participating and/or serving in a supporting role to meet the agency’s obligations for disaster response and/or recovery or Continuity of Operations (COOP) activation.  


	                                                                                                                     Total Time Spent:
	100%
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	V.  LICENSURE, CERTIFICATION, OR REGISTRATION REQUIRED:

	List the licensure, certification, or registration required to perform this job: 

Certified Tumor Registrar

	VI.  KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:  

	Knowledge of principles and methods of cancer registration.

Knowledge of multiple International Classification of Disease for Oncology (ICD-O) coding schemes (ICD-O-2 and ICD-O-3); oncology; anatomy; medical terminology; data utilization, data collection and retrieval procedures and data base management; and cancer registry edit criteria.  

Technical knowledge of national cancer registration standards, including knowledge of multiple SEER, ACoS, and NAACCR guidelines and standards; and of multiple versions and multiple disease staging and treatment scheme criteria of NAACCR record and inter-record edits.

Knowledge of computers, data management, automated data processing as it relates to cancer registration. 

Knowledge of cancer control laws, rules, regulations, policy guidelines, practices and recommendations.

Knowledge of public administration and management techniques.

Knowledge of program planning and implementation.

Knowledge of cancer data, its uses and the epidemiologic statistics used in its analysis.  

Skill in planning, organization, developing and implementing multiple projects/activities.

Skill in problem solving and interacting with others, including assuring cooperation of staff, cancer reporters and other cancer related organizations.

Skill in use of microcomputers and software packages (e.g. Registry Plus, Excel, PowerPoint, Word)  

Ability to interpret program and departmental policies/procedures and implement administrative procedures.  

Ability to provide leadership, manage the work of others and to interview, select and train staff. 

Ability to collaborate on and and manage grant proposals.

Ability to establish effective personal contacts and interact with others.  

Ability to manage program activities, to establish goals and objectives, to devise solutions to administrative problems and to develop and evaluate administrative policies and procedures.

Ability to clearly and concisely express information and effectively communicate orally and in writing. 

Ability to present technical information clearly and concisely. 

Ability to lead program activities, establish goals and objectives, and devise solutions to problems. 

Ability to independently analyze complex issues, draw conclusions and initiate appropriate action. 

Ability to exercise good judgment in analyzing situations and in making decisions. 

Ability to work independently and within a team structure. 
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	VII.  ENVIRONMENTAL/HAZARD DEMANDS OF ESSENTIAL JOB FUNCTIONS:  

	Place an ‘X’ after all work site and environmental conditions that apply to this job.

A.  Working:

	Travel (indicate % of time):        10%
	Irregular hours.                    

	Indoors.                                        X
	Outdoors.                            

	On ladders or scaffolding.              
	With sharp instruments.        

	With moving vehicles/objects.        
	With hands in water.             

	Around machines with moving parts and objects.      
	With fire, boilers, or large hot stoves.        

	Other (specify):       

	Place an ‘X’ after all work site and environmental conditions that apply to this job.

B.  Exposure to:

	Excessive heat.                      
	Excessive cold.     

	Excessive humidity.                
	Excessive dampness.                      

	Dry atmosphere.                     
	Excessive noise.                             

	Constant noise.                      
	Dust/mites.     

	Fumes, smoke, or gases.        
	Grease, oils, and combustibles.        

	Acidic/caustic solutions.          
	Silica, asbestos, etc.      

	Cleaning supplies/abrasives and solvents (degreasing agents).           
	Pesticides.     

	Human blood, body fluids, tissue or wastes.        
	Animal blood, body fluids, tissue or wastes.        

	Biomedical waste.     
	Biological agents.     

	Electrical energy.     
	Radiant energy.     

	Vibration.     
	Other (specify):       

	VIII.  PHYSICAL DEMANDS OF ESSENTIAL JOB FUNCTIONS:

	A.  Enter the maximum number of pounds required in the next four blocks:

	Lifting (indicate number of pounds):    30
	Carrying (indicate number of pounds):   30

	Pulling (indicate number of pounds):   30
	Pushing (indicate number of pounds):   30

	B.  Place an ‘X’ after all physical demands required to perform the essential job functions.

	Repeated bending.     
	Reaching above the shoulder.        X

	Simple grasping.     X
	Dual simultaneous grasping.     X

	Finger/manual dexterity.     X
	Sitting.     X

	Standing.     X
	Walking.     

	Crawling.     
	Twisting upper body.     

	Kneeling.     X
	Stooping.     

	Climbing stairs.     
	Climbing ladders.     

	Vision.     X
	Hearing.     X

	Other (specify):       
	Other (specify):       


