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PUBLIC HEALTH PROGRAM MANAGER I

This is administrative and supervisory work in the development and maintenance of delivery systems
for multiple public health programs through the coordination and integration of the non-medical
program components. Work involves ensuring the consideration of medical consultation and direction
in program specific service delivery plans developed by subordinate non-medical program staff,
identifying areas of program interface critical to service delivery compatibility and negotiating revisions
in individual program plans necessary to ensure integration. Work also involves presenting delivery
systems recommendations to supervisor and directing the implementation of approved plans, and
resolving operation problems affecting multiple programs. Employees are responsible for promoting the
public health objectives associated with the assigned programs and ensuring operations are consistent
with Division of Health Services goals and policies.

I. SUPERVISORY/MANAGERIAL FUNCTIONS:

Planning - Work involves reviewing program objectives and service delivery needs with subordinate
staff, formulating recommendations including budgetary and staffing requirements, presenting
recommendations to supervisor which, with negotiated modifications, establishes the priorities for a
long-range period. Within these established objectives and goals, employees set priorities and
deadlines addressing service delivery structure needs.

Organizing and Directing - Employees are responsible for modifying service delivery procedures to
meet daily needs resulting from changes in available fiscal and manpower resources or in priorities.
Employees present recommendations to supervisor on issues which impact on goals, objectives, or
policies.

Budgeting - Employees review the input of subordinate staff relating to their evaluation of budget needs
for individual programs, compile this data into a unit recommendation, and identify funding priorities
and document justification. Employees draft grant proposals and submit these to supervisor for
approval, monitor program(s) expenditures, approve or reject proposed expenditures, and authorize
fund transfers in accordance with established fiscal policies, program objectives, and goals.

Training - Work requires ensuring that professional staff are proficient in the administration of program
service delivery functions. Changes in the medical content of programs resulting from technological
advances are shared and appropriate training is coordinated to ensure that the full range of knowledge,
skills, and abilities are available to complete assigned work.

Setting Work Standards - Employees ensure that subordinates understand and integrate established
work rules, standards, guidelines, and policies in the delivery of their public health program. Work
requires determination of how standards, guidelines, and policies apply to work situations based on
consideration of individual program characteristics. As the operational needs change, employees make
the necessary adjustments to obtain the desired quality and quantity of work.

Reviewing Work - Employees monitor the work of subordinate staff through review of activities and
program progress reports, formal conferences, and informal discussions to assure compliance with
operational standards and established policies, generally at completion of assignment; however,
unique problems require the review of work as it is in progress.

Counseling and Disciplining - Employees resolve informal complaints and grievances on an informal
basis. Employees initiate oral and written warnings, generally after discussion with supervisor, and
forward recommendations on more serious disciplinary actions to supervisor for approval.
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Performing Other Personnel Functions - Employees interview applicants for positions supervised,
independently select most appropriate candidate in the case of support positions, and refer
recommendations concerning most appropriate candidate for professional staff positions to supervisor
which are generally accepted. Employees are responsible for development and maintenance of job
design for positions supervised, approving leave requests, evaluation of subordinates performance,
and developing recommendations concerning salary adjustments for supervisor's review.

II. SCOPE AND NATURE OF WORK SUPERVISED:
Dynamics of Work Supervised - Program content and the service delivery structure are relatively
stable. Revisions in federal or state laws periodically affect specific aspects of the program related to
the availability of funds, eligibility for services, and other areas such as evaluations and the submission
of reports.
Variety of Work Supervised - The primary focus of work is on the administration/management of public
health programs. Employees integrate the medical consultation/direction provided by professional
medical staff into the overall administration of the public health programs.
Number of Employees Responsible For - Employees are responsible for the technical and
administrative supervision of approximately five to twelve professional-non-medical and the support
staff. Employees supervise professional medical staff administratively.

III. EXTENT OF SUPERVISION RECEIVED: The review received is usually to ensure that
work assignments have been completed in accordance with management's program goals and
established policies. Assignments relating to significant changes in assigned programs that affect other
program areas are reviewed by supervisor. Employees revise objectives and work methods as they
relate to the daily operational needs; revisions of a long-range nature are reviewed by supervisor prior
to their implementation.

IV. SPECIAL ADDITIONAL CONSIDERATIONS:
Supervision of Shift Operations - Employees supervised generally observe normal office hours.
Fluctuating Work Force - The work force supervised is basically stable.
Physical Dispersion of Employees - Employees located in the central office supervise positions
stationed there and share supervision of regionally based positions. Employees located in the regional
office share supervision of staff with individuals in the central office charged with statewide
accountability for the concerned programs.

V. RECRUITMENT STANDARDS:
Knowledges, Skills, and Abilities - Considerable knowledge of: the principles and practices associated
with public health program administration; public and private medical facilities resources and
personnel; and governmental accounting and budgeting practices. Ability to: interpret and understand
information concerning medically oriented programs; analyze data and information concerning program
operations in order to evaluate effectiveness; communicate effectively orally and in writing with Division
staff and representatives of local health departments, private health care providers, and medical
schools; and plan, assign, and coordinate the work of subordinate employees.

Minimum Education and Experience - Master's degree* in public health administration and two years
administrative experience in a health-related program; master's degree in public administration or
business administration and three years administrative experience in a health-related program;
graduation from a four-year college or university and four years experience in a health-related
program; or an equivalent combination of education and experience. (*This master's degree is to be
obtained in the two-year public health administration program; an individual who obtains the master's
degree in the one-year program must have had three years administrative experience in a
health-related program.)


