HR0702 (11/12)
	Health and Human Services Enterprise

	Position Description

	TO:  accessHR Classification Office

	I.  POSITION DATA:

	Position Number(s):        24731 

	Functional Job Title:        Program Specialist

	Class Title:                      Program Specialist III

	Class Number:                1572

	Salary Schedule/Group:  B19

	FLSA Status:                   Non-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
                    

	Agency:  Department of State Health Services

	II.  IMMEDIATE SUPERVISOR OF POSITION: 

	Supervisor’s Name:                            

	Supervisor’s Employee ID Number:   00000101945

	Supervisor’s Position Number:           00008892     

	Supervisor’s Phone Number:             

	III.  GENERAL DESCRIPTION:

	Brief Job Description: 

Under the supervision of the Quality Assurance (QA) Manager assists in managing and coordinating Texas Cancer Registry (TCR), Cancer Epidemiology & Surveillance Branch (CESB) quality assurance, data consolidation, and editing-related activities related to improving completeness and quality of CESB data through data linkages.  Performs administrative , advanced consultative services, and technical assistance for the QA and other CESB managers and teams, plans and recommends process improvement techniques, standards, policies, and procedures for quality assurance data linkage-related cancer registration guidelines and improvements. Assists with hiring, training, mentoring, and evaluating CESB QA staff.  Work includes data consolidation, resolving duplicates and data quality discrepancies.  Supports TCR mission and objectives. Work is performed under minimal supervision with considerable latitude for the use of initiative and independent judgment and action.

	FOR accessHR CLASSIFICATON OFFICE USE ONLY

	Approved By:           

	Date Approved:        
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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.

(40%) Participates in managing, overseeing, and coordinating quality assurance activities within the TCR.  Provides highly complex consultative, managerial, and technical direction in formulating standards and techniques for evaluating the quality of cancer registry follow back and data linkages.  Participates in coordinating, monitoring, and providing guidance to central and regional staff in the development, implementation, and evaluation of new quality assurance methods and procedures relative to registry operations and quality control standards associated with the TCR reporting system.  Provides consultative and highly technical direction in analyzing and resolving registry data discrepancies via the use of edit based software and duplicate checks procedures to insure quality assurance standards are met. Work includes consolidation, resolving duplicates and data discrepancies. Prepares reports of the findings and makes recommendations for improvements and efficiencies.  Monitors studies and analyses of registry operations and prepares detailed, comprehensive reports of findings.

(35%)  Coordinates and oversees analysis of quality assurance and consolidation procedures for improvement or initiation of new national requirements.  Manages, coordinates, and participates in analyzing TCR operations impacting follow up and data quality and suggests and evaluates recommendations for changes in TCR policies, procedures, or program guidelines for quality assurance improvement.  Provides guidance to central and regional staff in the development and integration of new methods and procedures. Serves as an expert resource in cancer registry activities related to quality assurance and record consolidation and works with other TCR staff to resolve identified technical issues.  Participates in evaluating changes in national quality assurance follow up and data linkage processes and procedures and assures that TCR processes, procedures, etc. are modified as needed. Participates in and coordinates TCR quality assurance and follow-up activities.  Assists in and oversees the development of quality assurance policy and procedure manuals and cancer reporting manuals.

(15%) Participates in providing the Epidemiology and Quality Assurance Managers with proposed work plans by team members dealing with data linkages and follow-up activities.  Coordinates and participates in monitoring progress of the approved work plans and updates the Quality Assurance Manager on project status.  Working with the Quality Assurance Manager and Epidemiology Group, directs and conducts specialized cancer research projects and evaluates relevant research findings.  Coordinates the cooperative use of cancer data and works with cancer reporter in the use and analysis of cancer data

(5%)  Assists Quality Assurance Manager in selection and training of new staff to include screening application, serving on interview panels, and providing relevant program area orientation and training.  Provides Quality Assurance Manager feedback on staff performance and workload.

(5%) Performs other duties 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.  Such participation may require an alternate shift pattern assignment and/or location. 



	                                                                                                                     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 (CTR) or CTR eligible

	VI.  KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:  

	List the knowledge, skills, and abilities critical to performance in this position: 

Knowledge of data utilization, data collection, data retrieval and data quality assurance procedures.

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

Knowledge of International Classification of Diseases (ICD-9 and 10).

Technical knowledge of cancer registration, 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 principles and practices of management and interdisciplinary collaborations.

KNowledge of organizational structure, administrative structure and program expectations.  

Knowledge of cancer consolidation processes.

Knowledge of maintaining confidential medical information and documentation.

Knowledge of national death clearance and follow up standards.  

Skill in analyzing and interpreting coded data.  

Skill in identifying, researching, and solving technical data problems using a wide variety of technical resources and media.

Skill in the use of personal computers and software applications including MS Office Suite and tumor registry software.

Skill in Quality Assurance improvement processes and methodologies.

Ability to identify and appropriately apply correct cancer coding standards and guidelines to relevant cases resulting in Quality Assurance improvements.

Ability to explain highly technical data coding information to others.

Ability to handle multiple assignments/projects with varying deadlines.

Ability to plan, organize, manage and lead the work of others. 
Ability to establish and maintain effective working relationships with staff and internal and external customers.
Ability to plan and coordinate team meetings and work effectively in a team setting.

Ability to communicate effectively. 

Ability to exercise good judgment in evaluating situations and in making recommendations for efficiency and quality assurance improvements.

Ability to learn and effectively apply new procedures and techniques.
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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% Day/5% Night
	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):    20
	Carrying (indicate number of pounds):   20

	Pulling (indicate number of pounds):   20
	Pushing (indicate number of pounds):   20

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

	Repeated bending.     
	Reaching above the shoulder.        

	Simple grasping.     
	Dual simultaneous grasping.     

	Finger/manual dexterity.X
	Sitting.X

	Standing.X
	Walking.     

	Crawling.     
	Twisting upper body.     

	Kneeling.     
	Stooping.     

	Climbing stairs.     
	Climbing ladders.     

	Vision.X
	Hearing.X

	Other (specify):       
	Other (specify):       


