<<Place your agency/clinic identifying information here>>

JOB TITLE

Tuberculosis Health Program Coordinator

JOB DESCRIPTION

Under supervision of the TB Controller, the TB Health Program Coordinator is responsible for the day-to-day operations of the TB Control’s Latent TB Infection  (LTBI) program that screens, evaluates, and treats individuals at high risk for TB.

ESSENTIAL DUTIES

· Responsible for overall smooth functioning of the LTBI program targeting the high-risk and hardest-to-reach populations

· Recruits, interviews, and supervises staff members for the program

· Oversees orientation of new staff and ongoing in-service education for all staff

· Monitors required reporting 

· Supervises staff activities on a daily basis

· Provides leadership, problem-identification, problem-solving, and encourages team efforts by modeling desired behavior and interaction

· Assesses program effectiveness in reaching established goals

· Assists with direct patient services when staff shortages require (this means supervisors stay competent and comfortable with direct services)

MINIMUM QUALIFICATIONS

· Possession of a baccalaureate degree from an accredited college or university; AND 

· Three (3) years of administrative or management experience with primary responsibility for overseeing, monitoring, or coordinating a program providing health care services 

· Substitution: Additional verifiable qualifying experience beyond the required (see bullet above) may be substituted for the educational requirement on a year-for-year basis 

· Verification/Waiver: Verification of qualifying experience, education, and/or training is required at the time of filing. Candidates unable to do so may submit a letter requesting a waiver of this requirement indicating the reason(s) verification cannot be obtained. Failure to submit verification or request for waiver will result in application rejection 

DESIRED QUALIFICATIONS

· One (1) year experience in substance abuse services or working with clients who abuse substances 

· Possession of a master's degree from an accredited college or university with a specialty in prevention, public health administration, substance abuse, business administration, or a closely related discipline

· Three (3) years management experience with primary responsibility for the oversight of large-scale public health programs, including experience with program planning and implementation, contract development, development and monitoring of budgets, supervision of staff, and program evaluation

· Experience with day-to-day management, training, and supervision of staff 

· Ability to facilitate participatory meetings, training sessions, and planning activities with diverse community members

· Excellent written and oral communication skills 

· Working knowledge of word processing and database software packages such as Microsoft Word 

· Ability to effectively coordinate and communicate program and policy changes to department staff, contractors, and counselors 

· Sensitivity to and experience working with ethnically, culturally, and sexually diverse individuals, communities, agencies, and organizations 

· Knowledge of epidemiological principles and analytical skills 
· Background in health research and investigation
(NOTE:  Indicate your organizational, local, or state human resources policies and guidelines.)
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