PROGRAM SPECIALIST III

Office of Community & Public Health/ Hazen Drive

MINIMUM QUALIFICATIONS

Education:  Bachelor’s Degree from a recognized college or university with a major preferably in one of the following: nursing, public health, or health administration. Each additional year of approved formal education may be substituted for one year of required work experience. 

Experience: Four years’ professional or paraprofessional level experience in nursing, public health, or health administration with a preferred focus in maternal and/or child health, with responsibility for program implementation, direct service delivery, planning or program evaluation.   Each additional year of approved work experience may be substituted for one year of required formal education.

License/Certification:  Valid New Hampshire driver’s license and/or access to transportation for use in statewide travel.

Special Requirements:  For appointment consideration, Program Specialist III applicants must successfully participate in a structured interview measuring possession of knowledge, skills and abilities.  Applicants’ responses to questions asked in the structured interview will be numerically rated.

FOR HEALTH & HUMAN SERVICES EMPLOYEES ONLY

The process for filling vacancies, including scheduling/conducting interviews, will not be delayed due to the unavailability of applicants.  If you are an applicant for this position and are planning to be absent during the recruitment process, it is your responsibility to notify the contact person listed above.

IMPORTANT:  Applications must be filled out completely, including a detailed description of experience pertinent to 

the position you are applying for.  Submittal of transcripts is essential if position requires postsecondary education.  

Following these guidelines will facilitate your application process.  Applicants shall complete a Criminal Records 

Release Authorization Form and include it with his/her signed application for employment.  No offer of employment can

be made until the Criminal Record and Central Registry processes have been completed by the Department.  Conditional offers may be extended in accordance with Department policy.  PLEASE NOTE POSITION TITLE AND NUMBER

ON EACH APPLICATION.   EQUAL OPPORTUNITY EMPLOYER

SUPPLEMENTAL JOB DESCRIPTION

Classification:
PROGRAM SPECIALIST III

        Function Code:  7125-090

Position Title:
Adolescent Health Program Coordinator       Date Established:  

Position Number:  




Date of Last Amendment: 

SCOPE OF WORK:
To analyze and interpret data, policies and procedures of the MCH Adolescent Health Program, for use in planning and developing this Title V program in New Hampshire. The goals of the program are: to coordinate implementation and maintenance of an adolescent health data system; to develop ongoing Bureau of Maternal and Child Health (BMCH) strategic and budgetary plans for adolescent health; to identify funding sources for adolescent programs and services; and to enhance infrastructure and capacity for adolescent health services in New Hampshire.  The Program Coordinator is responsible for overseeing and coordinating aspects of the Adolescent Health Program in collaboration with other state level professionals including the Chief and the Prenatal/Adolescent Program Manager, Bureau of Maternal and Child Health.  This individual reports to the Prenatal/Adolescent Program Manager, Bureau of Maternal and Child Health.

Accountabilities:

·
Researches, develops and drafts policies and procedures for the MCH Adolescent Health Program to comply with state and federal law.

·
Provides direct support to the Injury Prevention program of OCPH on all project and policy initiatives related to youth injury prevention. 

·
Coordinates Adolescent Health Program activities in collaboration with other project staff.

·
Acts as liaison on Adolescent Health issues to other New Hampshire state agencies and consults with other involved state and local agencies on adolescent data as required. 

·
Coordinates Adolescent Health Consortium, State Youth Collaborative and Youth Advisory Board activities.

·
Develops a plan, in collaboration with the MCH Health Policy Analyst, to analyze and interpret adolescent health data sets and provide ongoing adolescent health needs assessment activities for supporting Title V Block Grant program policy and procedure advancement.

·
Creates and maintains a current resource guide listing service providers skilled in working with adolescents.

·
Analyzes current Title V policies and procedures as they relate to the Adolescent Health Program in order to recommend effective changes.

·
Makes formal presentations as needed explaining federal and state regulations in order to implement Adolescent Health program policy and procedures.

·
Complies with any grant reporting requirements and produces an annual report documenting the Adolescent Health Program’s successes.

·
Provides information and interpretation to other agencies and the public regarding MCH Adolescent Health program planning, policy and procedure.

·
Develops a training plan in collaboration with other staff and available experts to assure that New Hampshire service providers are adequately trained in adolescent health issues.

·
Provides technical assistance to community agencies with regard to developing and improving adolescent health services.

·
Develops additional funding sources and resources to support Adolescent Health Program activities.
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MINIMUM QUALIFICATIONS:

Education:  Bachelor’s Degree from a recognized college or university with a major preferably in one of the following: nursing, public health, or health administration. Each additional year of approved formal education may be substituted for one year of required work experience. 

Experience: Four years’ professional or paraprofessional level experience in nursing, public health, or health administration with a preferred focus in maternal and/or child health, with responsibility for program implementation, direct service delivery, planning or program evaluation.   Each additional year of approved work experience may be substituted for one year of required formal education. 

License/Certification: Must be eligible to hold New Hampshire driver’s license and/or have access to transportation.

DISCLAIMER STATEMENT: The Supplemental Job Description lists typical examples of work and is not intended to include every job duty and responsibility specific to a position. An employee may be required to perform other related duties not listed on the Supplemental Job Description provided that such duties are characteristic of that classification.

SIGNATURES:

I have reviewed this job description for content. 

Reviewer’s Name, Title & Position #: 
________________________________


____________________

Reviewer’s Signature




Date Reviewed

I have reviewed the content of the above job description with my supervisor.

_________________________________

_________________

Employee’s Name and Signature


Date Reviewed

I have discussed the work responsibilities outlined by this job description with the above employee.

Supervisor’s Name, Title & Position #: 
_________________________________

_________________

Supervisor’s Signature




Date 

_________________________________

_________________

Division of Personnel




Date Approved

