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	Health and Human Services Enterprise

	Position Description

	TO:  HHS HR Classification Office

	I.  POSITION DATA:

	Position Number(s):        00009340

	Functional Job Title:        Program Specialist

	Class Title:                      Program Specialist IV

	Class Number:                1586

	Salary Schedule/Group:  B20

	FLSA Status:                   Non-Exempt

	Work Location:  

	HHSAS Department Name:          Cancer Registry

	HHSAS Department ID Number:  G63000

	Bureau/Facility/Division: Community Health Improvement /Environmental Epi & Disease


	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 minimal supervision of the Cancer Epidemiology and Surveillance Branch (Texas Cancer Registry) Director, and with considerable latitude for the use of initiative and independent judgment, this position is responsible for advanced consultative and technical work regardng development, coordination, implementation and monitoring of the Branch's procurement and contracting activities, and for preparation and effective management of the Branch's state and federal budget. Contracting duties include identifying program-required specifications, preparing and negotiating contracts; renewing contracts, management,of contracts including processing contract amendments; reviewing and approving contract payments; providing program-related technical assistance to contractors and Branch staff; and performing complex monitoring and evaluating services to ensure fiscal and programmatic accountability.  Provides contract quality assurance of program-specific deliverables and assures program accountability.  Recommends cancellation of contracts when unwarranted deviations occur.  Budgetary duties include examination, review, and analysis of the Branch's operating budget; compiling reports relating to budgetary activites; research and analyze costs for program activities, and projecting future budget needs.  Determines and recommends budgetary reallocation or adjustments to accomplish programmatic requirements.   

	FOR HHS HR 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.
(25%) Plans, develops, organizes and coordinates CESB procurement and contract management activities. Plans and writes specifications for requests for proposals (RFPs), consulting with CESB staff to develop requirements and guidelines, develop programmatic goals, and identify potential providers.  Develops sole source and emergency waiver requests as deemed necessary by program management. Coordinates the development of contract renewals, amendments and plans changes including required budget revisions. Assists program staff with conducting needs assessments to determine requirements for purchase of services. Coordinates activities to insure maximum contract service utilization. Recruits provider resources.  Serves as primary liaison between contractors and the CESB.
(20%) Provides contract quality assurance by reviewing and monitoring all contracts to ensure participation is consistent with program objectives, performance measures and target and fiscal requirements including evaluation of lapsing revenue, reallocation/reprogramming, and expenditures.  Develops financial systems to track contract allocations and expenditures.  Recommends cancellations of contracts when unwarranted deviations occur. Manages the contractor voucher approval and reporting process.  Prepares quarterly expenditure reports.

(15%) Provides technical assistance of program requirements to providers/program personnel relating to compliance with federal and state laws and/or regulations, DSHS/HHSC policies and procedures, contract provisions and allowability of costs.  Performs liaison duties with contract providers to ensure participation with program objectives and fiscal requirements. 
(10%)  Plans, directs, and coordinates CESB budgetary functions.  Researches and analyzes costs for new and on-going programmatic activities.  Coordinates with Unit and Budget Office staff and implements the maintenance of accurate budgets and accounting; monitors, recommends, advises and informs CESB Director in financial management.  Assists with preparation of the state and federal budget requests (including compiling data, determining past and future expenditures, projecting future budget needs, and completing requested budgetary documents).  Acts as a resource within the Branch regarding discrepancies between the project/grant budgets and the organization budgets, state match, and maintenance of effort requirements.  Conducts routine meetings with the Branch Director to discuss financial analyses/forecasting/projections and provide recommendations for programmatic activities
(10%) Provides technical assistance in grant preparation and review processes in relation to contract providers. Monitors activity, compliance and other branch reports for determining necessary program budgets and associated resources to be requested for contract services.

(5%) Maintains the accounting and documentation of required program matching funds for grants. Notifies regional managers as to needed matching documentation from their respective reporting facilities and assures documentation meets requirements.
(5%) Prepares (including compiling information, writing, editing and completing) administrative and special reports as requested, using Word.

(5%) Places notices for the division in the Texas Marketplace for requests for pricing (RFPs) and contract awards. Represents the Cancer Registry at contract meetings.

(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: 

None     

	VI.  KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:  

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

Knowledge of Federal, State, Health and Human Services Commission (HHSC), and DSHS procurement and contracting rules, policies, and procedures. 

Knowledge of DSHS, State and Federal grant and contract administration, policies and procedures.

Knowledge of State accounting and budgeting and other financial policies and procedures.

Knowledge of Cancer Registration operations.
Skill in computer software, including but not limited to, Electronic Mail, Word, Excel, Access, HHSAS, and other governmental applications.

Skill in gathering and analyzing data/information.

Skill in developing, reviewing, and/or monitoring of grants/contracts/budgets and billing.

Skill in providing financial analyses/forecasting/projections to staff.

Skill in identifying problems, evaluating alternatives, and negotiating and implementing solutions.

Ability to communicate effectively in written and oral form.

Ability to prepare clear, concise reports and review findings.

Ability to prioritize and plan assignments and meet deadlines. 
Ability to prepare and follow written work plans, timelines, and procedures.

Ability to interpret and apply federal/state statutes and instructions, regulations, policies and procedures.

Ability to manage multiple, concurrent tasks and assignments and to manage time effectively.
Ability to use initiative to solve problems and to exercise good judgment in evaluating situations and making recommendations.
Ability to analyze and evaluate regulations, rules and reports, and make recommendations.

Ability to devise solutions to administrative barriers and problems.

Ability to work independently and to follow specific and general instructions.

Ability to deal effectively with diverse groups and individuals and to maintain effective working relationships.
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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):     5%        
	Irregular hours.                    

	Indoors.                                        
	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.     
	Walking.     

	Crawling.     
	Twisting upper body.     

	Kneeling.     
	Stooping.     

	Climbing stairs.     
	Climbing ladders.     

	Vision.     X
	Hearing.     X

	Other (specify):       
	Other (specify):       


