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HUMAN SERVICES PLANNER/EVALUATOR
General Statement of Duties

Performs advanced analytical and consultative work, to include developing informational materials and communicating public health education programs to the community, participating on boards and coalitions to coordinate department participation in strategic planning and implementation of community programming, evaluating the effectiveness of health promotion initiatives and coordinating the Health Division’s accreditation, quality assurance and strategic planning processes.

Distinguishing Features of the Class

An employee in this class is responsible for developing, coordinating and managing internal and external communications for the County’s Health Division in order to promote the division’s programs and services. Additionally, the position plans, organizes, and directs day-to-day operations and functions of the Health Division’s accreditation, quality assurance, community health assessment, strategic planning processes, and preparedness and response activities and provides supervision to subordinate staff members. Work is performed under the limited supervision of the Deputy Director of Health and principally by the Consolidated Humans Services Director, and is evaluated by reports, discussions, program effectiveness, and by observation in terms of the overall accuracy and quality of the work.
Duties and Responsibilities
Essential Duties and Tasks
· Coordinates and produces the division’s comprehensive Strategic Plan, including analysis of public health statistics, facilitation of focused discussions, development and communication of the plan, and periodic review and evaluation of the strategic plan.

· Functions as a liaison to all major media outlets to establish and maintain effective media relations for the health division in coordination with the County’s Public Information Officer.
· Develops and maintains quality assurance and accreditation policies, procedures, and practices to provide continuous monitoring of clinical outcomes, administrative function, customer satisfaction, and regulatory compliance.
· Coordinates and prepares the Community Health Assessment and interim State of the County Health report to ensure accreditation and planning requirements are met.

· Designs coordinates, and participates in agency drills, exercises and simulations of public health emergencies to evaluate the effectiveness of Public Health emergency response plans
·  Participates in interviewing and selection of new program staff as well as conducting ongoing performance management and supervision of subordinates. 
· Conducts research; analyzes current health statistics and local, State, and national data; identifies trends, current health issues, strengths, and weaknesses; interprets data to formulate goals and objectives for the Health Division, community action plans, and strategic planning.
· Prepares and provides informational materials and presentations to local agencies, organizations, and individuals/groups related to programs and/or community health topics.

· Prepares reports and other types of correspondence; prepares and maintains files and records.

· Participates on boards and community coalitions at the local, regional, State, and national levels to coordinate participation and support in strategic planning, implementation of community programming, training, and to provide technical assistance on developing policy, system, or environmental changes to promote a healthier lifestyle.
· Coordinates assessment, evaluation, and reporting for State and grant funds.
· Advises and assists in planning and carrying out promotional and educational components of division programming and services.

· Partners with local community groups, or health department staff to identify and apply for grant opportunities and additional resources for community programming.

· Develops and assembles displays and exhibits for use by staff at local and regional events, health fairs, workshops, and conferences. 
· Evaluates effectiveness of health promotion initiatives and grant programming, as well as accuracy, readability, and appropriateness of clinic program brochures and other educational marketing and promotional materials as needed to enhance health education outreach, public information, and health literacy. 
Additional Job Duties

· Performs related duties as required.

Recruitment and Selection Guidelines

Knowledge, Skills and Abilities

· Comprehensive knowledge of County and department policies and procedures.

· Comprehensive knowledge of federal, state, and local laws and regulations related to disaster response and restoration and familiarity with the guidelines of the Federal Emergency Management Agency (FEMA).

· Comprehensive knowledge of the principles of disaster planning and Homeland Security Exercise and Evaluation Program (HSEEP) compliant exercise design.
· Comprehensive knowledge of the functions of community health agencies.

· Extensive knowledge of methods and techniques used in preparing and disseminating educational information and programs.

· Extensive knowledge of the texts, publications, and manuals applicable to area of assignment.

· Thorough knowledge of the Incident Command System (ICS) and ability to function within its structure.

· Thorough knowledge in preparing reports and other types of correspondence.

· Thorough knowledge in the use of standard office equipment and associated software. 
· Working knowledge of print and broadcast media.
· Ability to communicate risks and avoidance measures effectively both orally and in writing.

· Ability to make arithmetic computations.
· Ability to compute rates, ratios, and percentages.

· Ability to understand local and national statistics.

· Ability to compute statistics.

· Ability to build coalitions.

· Ability to effectively negotiate.

· Ability to work independently in developing goals, activities, priorities and tasks as well as meeting deadlines inherent to assigned areas of responsibility. 
· Ability to establish and maintain effective working relationships with agency personnel, elected officials, State agencies, regional and State partners, and the general public.
Physical Requirements
· Work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 25 pounds of force to move objects.

· Work frequently requires standing, walking, sitting, climbing or balancing, stooping, kneeling, crouching, or crawling, reaching with hands and arms, lifting and repetitive motions, regularly requires speaking or hearing and using hands to finger, handle, or feel, and occasionally requires pushing or pulling. 

· Work has standard vision requirements.
· Vocal communication is required for expressing or exchanging ideas by means of the spoken word and conveying detailed or important instructions to others accurately, loudly, or quickly. 
· Hearing is required to perceive information at normal spoken word levels and to receive detailed information through oral communications and/or to make fine distinctions in sound.

· Work requires preparing and analyzing written or computer data, visual inspection involving small defects and/or small parts, operating motor vehicles or equipment, and observing general surroundings and activities.
· Work occasionally requires exposure to outdoor weather conditions.

· Work is generally in a moderately noisy location (e.g. business office, light traffic).
Desirable Education and Experience

A master’s degree in human services planning, health education, public administration, or related field and experience in public health education, preferably with three years of experience using research, evaluation, and statistical methodologies/application; or graduation from a four-year college or university and five years of progressive administrative or consultative experience in a human services program/setting; or an equivalent combination of education and experience. 
Special Requirements
Valid North Carolina driver’s license.
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Special Note:  This generic class description gives an overview of the job class, its essential job functions, and recommended job requirements. However, for each individual position assigned to this class, there is available a completed job questionnaire with a physical abilities checklist which can give further details about that one specific position. Those documents should be reviewed before initiating a selection process. They can provide additional detailed information on which to base various personnel actions and can assist management in making legal and defensible personnel decisions.
Signatures indicate agreement with all information provided, including designation of essential functions.

Supervisor's Certification: I certify that ( a ) I am  the immediate Supervisor of this position, that ( b ) I have provided a complete and accurate description of responsibilities and duties and ( c ) I have verified (and reconciled as needed) its accuracy and completeness with the employee.

Signature:____________________________Title:____________________________Date:________

Employee's Certification: I certify that I have reviewed this position description, completed by the above named immediate supervisor, is complete and accurate.

Signature:____________________________Title:____________________________Date:_______

Health Director’s Certification: I certify that this position description, completed by the above named immediate supervisor, is complete and accurate.

Signature:____________________________Title:____________________________Date:________

LPHA’s Certification: I certify that this is an authorized, official position description of the subject position.

Signature:____________________________Title:____________________________Date:________

