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	Health and Human Services Enterprise

	Position Description

	TO:  accessHR Classification Office

	I.  POSITION DATA:

	Position Number(s):        00008913 

	Functional Job Title:        Program Specialist 

	Class Title:                      Program Specialist II

	Class Number:                1571

	Salary Schedule/Group:  B18

	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: 

Performs highly complex technical work in the planning, monitoring and implementing of the quality assurance and record consolidation operations and cancer registration guidelines in the Texas Cancer Registry (TCR), Cancer Epidemiology and Surveillance (CES) Branch.   Work involves providing consultative and technical services to the quality assurance staff within the CES and performing necessary coordination with other programs in the CES, Department, federal agencies, other state agencies, local communities, and others, relating to the cancer registry.  Performs record consolidation, resolves duplicates, edits and special queries by applying TCR and national standards and guidelines. Works under limited  supervision from the  Quality Assurance (QA) Manager and Team Lead with moderate latitude for the use of initiative and independent judgment.   Oversees the updates and revisions to the record consolidation procedure manual.

	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.


(30%)  Assists Quality Assurance Manager and QA Team Lead in coordinating and monitoring record consolidation activities and serves as technical expert.  Oversees and provides consultative and technical support to consolidation staff in resolving consolidation discrepancies.  Identifies and makes recommendations on procedural and programming changes necessary to ensure accurate record consolidation.  Reviews other consolidation staff’s work for quality, accuracy and completeness.  Assembles data in order to assess internal quality control needs. Oversees and evaluates the revisions and updates to the record consolidation procedure manual and data quality documentation reflecting procedural changes and global changes affecting the analytic file.  Reviews and edits quality assurance procedure manuals.

(30) Performs cancer record consolidation.  Uses highly technical knowledge in resolving consolidaiton discrepancies and in developing cancer record consolidation edit logic by researching multiple version of Surveillance, Epidemiology and End Results (SEER), American College of Surgeons (ACoS) and North American Association of Central Cancer Registries (NAACCR) cancer registration guidelines and standards.  Contacts reporting institutions by telephone and/or written correspondence for clarification of cancer reports.  

(25%)  Participates in quality assurance program activities of the CES.  Provides technical direction and support regarding quality assurance cancer registry operations and data analysis.  Monitors, researches, identifies, and uses highly technical knowledge in solving data discrepancies and recommends procedural changes for improvement. Assists monitoring and identifying national coding guideline changes to the CES quality control policy and procedure manual by keeping up-to-date on policies and procedures at the state and national level.  Duties include visual review of analytic records; identifying trends in aberrant data; applying cancer registry guidelines to resolve data discrepancies; review of cancer-related sites on the internet; monitor changes in SEER, ACoS, and NAACCR manuals; review of cancer-related publications; and identifying trends in reporting facilities procedures, using tumor registry software.

(10%)
Assists in training consolidation staff.  Reviews regional staff's work for quality, accuracy and completeness.  Prepares administrative reports for the QA program.   Monitors and summarizes weekly activity and record consolidation reports and reports monthly on progress made toward objectives (accomplishments and/or deficits) and makes recommendations for improvement.
(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

	VI.  KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:  

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

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

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

Knowledge of maintaining confidential medical information and documentation.

Knowledge of cancer consolidaiton national standards and guidelines.  
Technical knowledge of cancer registration, including knowledge of multiple versions of 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.

Skill in analyzing and interpreting coded data.

Skill in identifying, researching, and solving data problems.

Skill in the use of personal computers and local area network and software including Word, and tumor registry software.

Ability to identify and apply appropriately, cancer coding standards and guidelines to relevant cases.  

Ability to monitor and identify problems in coding and case ascertainment.

Ability to handle multiple assignments/projects with varying deadlines.

Ability to plan, organize, implement, manage, and evaluate program activities.  

Ability to clearly express ideas and information and to effectively communicate both verbally and in written form.  

Ability to exercise good judgment in evaluating data discrepancies and in making recommendations for resolutions.  

Ability to devise solutions to improve procedures.   

Ability to establish and maintain effective working relationships with internal and external customers. 

Ability to work independently and effectively within a team setting.
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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%day  5%night 5%night     
	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):       


