
Grade: Salary Range: 

Duties and Responsibilities:

Qualifications and Education

Job Title:

: 1015 Half Street SE, Washington DC, 20003 

: dchr@dc.gov 

: (202) 442-9700 

Job Summary:


	Agency Name: DC Department of Health
	Text1: Bureau Chief
Program Coordinator
Program Coordinator

	Text2: MS-15
	Text3: $122,100-$170,938
	Text4: This position is in the Department of Health (DC Health), Community Health Administration (CHA), to serve as a Bureau Chief. CHA promotes healthy behaviors and healthy environments to improve health outcomes and reduce disparities in the leading causes of mortality and morbidity in the District. CHA focuses on nutrition and physical fitness promotion; cancer and chronic disease prevention and control; access to quality health care services, particularly medical and dental homes; and the health of families across the lifespan. CHA’s approach targets the behavioral, clinical, and social determinants of health through evidence-based programs, policy, and systems change. CHA’s portfolio covers public health programming across the life course including Family Health (perinatal and infant health, early childhood health, school health, adolescent health); Cancer and Chronic Disease Prevention (chronic disease prevention and control, cancer prevention and control, tobacco prevention and control, cancer surveillance); Health Care Access (primary care access and quality, workforce development, oral health, immunization utilization and surveillance); and Nutrition and Physical Fitness (nutrition promotion, healthy food access, perinatal nutrition) to improve the health status of District residents. Each Bureau contains multiple divisions or programs within its area of focus. The incumbent utilizes the principles and practices of public health science, including life course model and Public Health 3.0, for program and policy development, implementation, monitoring, and evaluation. 

The incumbent manages contact with federal and District agencies, community based organizations, health providers, advocacy organizations and other stakeholder groups that support CHA efforts. Keeps abreast of the developments on relevant public health population health measures, programs and research. Remains cognizant of grant opportunities for program sustainability and growth. Maintains awareness of relevant local and national political climate and events. Oversees the development and submission of program reports and publications (ex. requests for proposals, annual reports, marketing materials, poster presentations, strategic plans, etc.). Oversees grants, contracts and/or other formal agreements with external organizations. Provides supervision and professional development for Bureau staff. Serves as a subject matter expert on the public health topics under the Bureau’s purview. 


	Text5: Develops and implements comprehensive public health programs for the District of Columbia and serves as a liaison to the related community planning and coordinating bodies.  Reviews bureau-related population health data, including morbidity and mortality statistics in the District in order to determine areas for potential public health intervention and new program development.  Tracks population health measures and program-specific measures, in conjunction with the Center for Policy, Planning and Evaluation. 

Provides leadership in the development of a comprehensive and cohesive budget for the bureau, collaborating with Program Managers and addressing the budgetary concerns of component programs; participates, if invited, in the DC Health-budget preparation processes, and is available to participate in the DC Council Budget review and appropriations process; is knowledgeable about budgetary income and expenditure of component programs in the bureau, and is capable of effectively representing the bureau in DC Council oversight hearings. 

Provides for the review of the quality of the District's system of care in support of bureau priorities, including quantitative and qualitative data, to ensure access, appropriateness, and effectiveness.  Develops and makes revisions to bureau-related public health research proposals; keeps abreast of funds offered by private foundations and federal entities; advocates the need for research in specific areas; collaborates with community planning and coordinating bodies for the development and implementation of research projects. 

In accordance with priorities established in appropriate State Plans, develops, and negotiates research and program implementation grants with public and private groups and enters into contracts with individuals and public/private non-profit organizations to develop projects. Ensures that all provisions of a grant are complied with through effective monitoring and program coordination within the public and private sectors. 

Interacts with representatives of community planning and coordinating bodies and other District agencies to elicit their cooperation and support in developing and implementing public health programs and policy.  Provides for the development of technical papers for presentation at conferences, for publication in scientific literature, or for dissemination to the public that describe results of studies conducted by the bureau. Plans, initiates, coordinates, and evaluates administrative management activities required to ensure the efficient and economical operation of the bureau. 

Anticipates requirements for projects assigned to the bureau in terms of the number and kind of specialists needed, etc.; establishes priorities and develops guidance for bureau specialists as well as for other personnel assigned to the bureau as required for accomplishment of projects to be undertaken; assigns functional areas of responsibility to individual staff members taking into consideration priorities, difficulties involved, specializations required, and strengths and weaknesses of individual employees assures expeditious flow of work within the Bureau including modification of projects/priorities where required to eliminated backlogs. When required, requests additional help or authorization for overtimes to meet firm deadlines that might jeopardize the District's programs. 

Reviews status and progress of work and work accomplishments of the bureau, ensuring that there is timely performance of a satisfactory quality of work. Accepts, amends, or rejects work, as appropriate. Applies expert knowledge of legal and/or regulatory requirements controlling work and provides advice, instructions, policy interpretations, and procedural guidelines on technical work being accomplished as well as on administrative matters; informs subordinates of management policies, objectives and goals. 

Performs, directly and indirectly through subordinate Program Managers, all day-to­day personnel management activities as are inherent in a supervisory position; provides advice and instructions on personnel management matters of concern to employees; recommends action on such matters as appointments to fill vacancies, reassignment of personnel, promotions and awards for exceptional work performance; identifies developmental and training needs and develop plans to obtain or provide the training needed; takes disciplinary actions such as warnings or reprimands, when required, and makes recommendations relative to such severe disciplinary actions as suspensions or removal; hears and resolves minor personnel complaints and grievances, and consults senior management on other matters involving performance management, progressive discipline and labor relations.  

Interviews candidates for positions within the bureau, makes selections to fill vacancies, and provides new employees with the initial on-the-job training in their specific duties and responsibilities: approves leave and takes other actions as required in the day-to-day supervision of the bureau. 

Performs other related duties as assigned.  
	Text6: Master's Degree in public health or related field preferred.

Must possess one (1) year of specialized experience equivalent to at least the grade 14 level. Specialized experience is experience which is directly related to position which has equipped the individual with the knowledge, skill and abilities to successfully perform the duties of the position to include conducting studies and performing other analytical work related to the planning, development, organization, administration, evaluation, and delivery of public health programs; or similar work experience in the public health field. 

EThe position requires strong management skills and experience in planning, organizing, and directing a professional health organization staff. Excellent written and verbal communication skills are necessary in order to convey information clearly. The incumbent must also possess an ability to motivate and train others. 

It is desirable that the incumbent possess a masters-level degree in public health with at least five years managerial experience of a state or local public health program.  Demonstrated knowledge of District of Columbia laws and regulations, as well as Federal laws and regulations is desirable. 

Strong analytical skills are needed in order to evaluate and synthesize information and to develop necessary plans. An understanding of public health functions and systems of care are required to assure the integration of programs and maximize their efficiency and efficacy. 


