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Job Description – KCHD Clinical Data Evaluator
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Job Description – KCHD Housing Support Specialist
[image: ]


[image: ]

Job Description – KCHD Quality/Housing Manager
 Job Title: ADMINISTRATIVE OFFICER – QUALITY/HOUSING MANAGER
Department: HEALTH Status: EXEMPT Grade: ME‐E
Summary:
This is specialized professional, administrative and technical work managing a comprehensive health program. Work involves responsibility for planning, administration and quality management in the HIV Services program, including federal grant programs, related public health social problems and pertinent operational responsibilities. This position is expected to exercise considerable initiative and broad independent judgment. Work accomplishments are reviewed and judged by the Manger of HIV Services through supervisory meetings, written reports, observation and results achieved.
Duties and Responsibilities:
DUTIES SPECIFIC TO RYAN WHITE GRANT AND OTHER HIV-RELATED PROGRAMS:
· Supervises HIV quality management activities including liaison with relevant stakeholders.
· Develop, coordinate, and evaluate all the quality management reporting from contracted providers.
· Devises and implements quality management and monitoring systems to ensure Ryan White services meet the national and professional quality standards; presents results and analyses of quality and demographic data for each services category funded by the Ryan White Part A, B and MAI funds.
· Organize Quality Management training for the professional staff of partner agencies.
· Provides Ryan White Planning Council with a quarterly quality analysis for each funded service category.
· Maintains HIV-related and housing related records and prepares reports as necessary.
· Develop the HIV Quality Management Plan for the Kansas City Transitional Grant Area (KC- TGA).
· Facilitate the KC-TGA HIV Quality Advisory Committee.
· Collaborate with HIV Quality Management Programs for Kansas and Missouri.
· Present to City Council regarding contract amendments and other program updates as delegated.
· Participates in quality improvement initiatives and activities at the local, state and federal level.
· Translation of practice guidelines into clinical indicators for performance measurement
· Development of indicators through structured group decision-making methods to measure the quality of supportive services
· Conduct on-site quality reviews/monitoring visits for contracted services providers
· Support the development of high-quality HIV care for people living with HIV disease (PLWH)
· Identify priority needs and client populations
· Demonstrate program value quantitatively by linking outputs (amounts of services provided) to outcomes (client-level and program-level results)
· Identify and justify critical program activities and resources required to meet needs
· Enable local, HIV service providers to perform better and function as a system providing improved access to and retention in care for HIV-positive individuals
· Recommending program changes needed to respond to the local HIV epidemic.
DUTIES SPECIFIC TO HOUSING GRANTS AND OTHER HOUSING PROJECTS:
· Provide oversight for coordination/evaluation of all housing grants for the HIV Services Pro- gram.
· Implements HIV-related housing projects with approval of Manager of HIV Services.
· Serves as KCHD representative on client hearings related to HIV housing grants.
· Provide routine reports and updates to the Manager of HIV Services.
· Provide housing reports to the KC-Transitional Grant Area (KC-TGA) Ryan White Planning Council, Kansas City (MO) Health Department leadership and/or other groups as directed by Manager of HIV Services.
· Complete required grant reports (including CAPER) for HIV housing services.
· Establish and maintain partnerships with local housing agencies and members of the local HUD Continuum of Care for the Kansas City region.
· Provide in learning opportunities related to housing services for Persons Living with HIV/AIDS (PLWHA).
· Performs related duties as assigned.

	Catholic Charities Job Descriptions



Position Title: Workforce Development Program Manager Effective Date: 12/20/2016
Status: Full‐time, exempt Program: Workforce Development
Reports to: Director of Workforce Development                                                                                      
I understand that as an employee of Catholic Charities I am expected to perform in a manner consistent with the stated characteristics as outlined on the Performance Based Evaluation form and the following mission characteristics:
· Strictly follows the Catholic Social Teachings in all aspects of the duties of this position
· Collaborative and participatory leadership styles with commitment to excellence in service provision
· Works collaboratively to achieve goals and resolves conflict to achieve the greater good
· Respect for the diversity of talents and gifts of others and belief in cultivating those to promote personal and professional development
Cares about quality of life and well-being of others, thus demonstrating compassion and commitment for helping others improve their own lives
Essential Duties
Stewardship
· Maintain program oversight and ensure compliance of grants and contracts
· Oversee the acquisition, spending and monitoring of program funds, as assigned
· Oversee client/participant assessments and intakes which include information on program guide- lines and expectations as well as required documentation for admission to a Workforce Development program, as indicated
· Follow all agency and program policies and procedures including confidentiality
· Provide financial assistance in accordance with program policy and procedures; assure the accurate records of financial and other assistance provided to participants in the participant/client file, in ETO, and in alternate data systems (if indicated). Maintain information and statistics per program guidelines; complete reports as requested and assigned by supervisor
· Provide grant writing and contract/grant reports assuring that grant and reporting requirements are met
Teamwork and Collaboration
· Provide outreach services as needed and requested by supervisors
· Work with the Director and finance department in creating and monitoring budgets
· Work closely with marketing program to publicize programs
· Attend agency and community meetings as requested. Maintain working relationships with 
community agencies, including probation and parole staff, to provide comprehensive services to clients and to stay abreast of current trends and available resources including internal and external conferences/workshops as required, and approved by supervisor
· Work toward developing a strong Workforce Development team which includes staff and volunteers, in order to serve clients well, appropriately, and as a team
· In all community activities, represent the agency’s mission, purpose and philosophy to the community
· Provide guidance and support to community volunteers working within the program
· Perform other activities as needed and requested by supervisor with the goal of attaining and maintaining smooth program operations.
Commitment to Customers
· Provide client advocacy services as needed
· Treat all internal and external customers with respect and exhibit positive behavior in dealing with clients, participants, co-workers, supervisors, volunteers and interns, partners, collaborators, and the general public
· Work in the Welcome Center as requested
· Perform other activities as needed and requested by supervisor with the goal of providing excellent quality of services for the clients/participants, the agency, and community.
Leadership and Management
· Implement, manage and expand programs, assuring high quality services
· Supervise and monitor program outcomes and tracking of related data
· Engage and supervise volunteers as needed in each program, or delegate supervision of volunteers
· Work to assure the success of the Workforce Development Strategic Plan

_____________________________________________________________________
Position Title: Career Development Specialist Effective Date: Status: Full‐time non‐exempt Program: Workforce Development
Reports to: Program Manager                                                                                                                 
I understand that as an employee of Catholic Charities I am expected to perform in a manner consistent with the stated characteristics as outlined on the Performance Based Evaluation form and the following mission characteristics:
· Strictly follows the Catholic Social Teachings in all aspects of the duties of this position
· Collaborative and participatory leadership styles with commitment to excellence in service provision
· Works collaboratively to achieve goals and resolves conflict to achieve the greater good
· Respect for the diversity of talents and gifts of others and belief in cultivating those to promote personal and professional development
· Cares about quality of life and well-being of others, thus demonstrating compassion and commitment for helping others improve their own lives
Position Objective
Provide employment assistance to individuals and families to achieve economic stability and security.
Essential Duties
A. Stewardship
· Services will be provided primarily to a targeted population as directed by funder.
· Provide employment preparation services in workshops as well as individually, including resume building, interviewing skills, interview etiquette, etc.
· Assist with job retention and career pathway activities through providing information both to individuals and in a group setting on topics such as conflict-resolution, decision-making and problem- solving
· Assist with identifying career strengths and potential on paper and electronically, per program policies and as directed by supervisor; maintain client records as indicated
· Provide financial assistance in accordance with program policy and procedures; maintain accurate records of financial and other assistance provided to participants in the participant/client file, and in other appropriate data bases as indicated
· Follow all policies and procedures regarding the agency including confidentiality
· Maintain information and statistics per program guidelines; complete reports as requested and as- signed by supervisor
B. Teamwork and Collaboration
· Collaborate with partners in serving a targeted population regularly, via phone, e-mail and personal meetings, with the goal of service coordination.
· Provide outreach services to potential employers and employment agencies as needed and requested by supervisor
· Attend agency and community meetings as requested; maintain working relationships with community agencies, including probation and parole staff, to provide comprehensive services to clients and to stay abreast of current trends and available resources.
· Attend in-service training including internal and external conferences/workshops as required, re- quested and approved by supervisor
· In all community activities, represent the agency’s mission, purpose, and philosophy to the community
· Provide guidance and support to community volunteers working within the program
· Perform other activities as needed and requested by supervisor with the goal of attaining and maintaining efficient program operations
C. Commitment to Customers
· Provide client advocacy services as needed
· Provide information and referral services to internal and external resources
· Treat all internal and external customers with respect and exhibit positive behavior in dealing with clients, participants, co-workers, supervisors, volunteers and interns, partners, collaborators, and the general public
· Work together with other staff to be a change agent so that the client/participant will be a productive, successful citizen
· Perform other activities as needed and requested by supervisor with the goal of providing an excellent quality of services for the clients/participants, the agency, and community

	reStart Job Descriptions


Title: Clinical Program Manager
Reports to: Director of Programs and Services
Position Summary
Successfully advance the mission of reStart through the development, implementation and management of clinical programs and services.
Primary Accountabilities
1. Conduct in-depth mental health assessments or screenings, evaluate results and mutually develop plans for recovery.
2. Provide weekly individual, family, and/or group therapeutic counseling sessions, or as needed.
3. Develop and revise mental health goal plans as needed.
4. Provide continuity of mental health services, coordinate, and facilitate referral services with other
community mental health agencies, as needed.
5. Oversee program and funder compliance for all assigned grants, contracts and programs.
6. Develop and sustain partnerships with other community healthcare providers.
7. Maintain accurate and up-to-date files and charts (charting each service provided within the required time period).
8. Keep accurate client records and enter data into the MAAC Link system in a timely basis.
9. Prepare statistical and outcome reports for funding sources, the board of directors as required.
10. Provide crisis intervention services around mental health issues with program clients, including clients in the Overnight Emergency Shelter program.
11. Provide clinical and administrative oversight for healthcare for homeless veterans, transitional living and federal probation programs.
12. Lead training case presentation meetings, clinical staffing, staff meetings
13. Foster a workplace that results in the development of a high performing team of professionals and staff. 
14. Recruit, develop and inspire a highly effective team. Insure that all staff are properly coached and directed, and that clearly defined measurements of performance and rewards are utilized to enhance individual and organizational effectiveness.
15. Other duties as assigned.
Essential Functions
· Demonstrate a high level of problem solving skill. Demonstrate the ability make critical case management decisions supported by substantial financial analysis, clinical knowledge, and critical data based decision making.
· Demonstrate interpersonal savvy and influence skills in all dealings with the media, government entities, financial community, regulatory entities and related concerns.
· Ability to travel throughout the city to monitor operational performance and activity, and to establish relationships with key resources and affiliates.
· Ability to establish and maintain clearly defined measurements of services, to include statistics, financial data, benchmarking, billing information and service evaluations.

Requirements
· Demonstrated passion for the mission of reStart.
· Current clinical licensure in the state of Missouri.
· Proven managerial skill with ability to recruit, hire, develop, coach and assess a high-performing team of professionals.
· Excellent communication skills.

Typical Outcomes Measurements
1. Fiscal management
a. financial budgets and projections well planned and accurate
b. targeted financial related measures established in advance
c. expenses within budget
2. Clinical measures
a. Trends in number of clients served.
b. Cost per unit of service provided…measured within budgets, benchmarks, industry standard and expected outcomes.
c. Effectiveness of client services measured by predetermined standards.
d. Productivity of cases handled per week versus industry standards.
e. Client satisfaction surveys.
f. Maintain applicable accreditation, licensing etc.
g. Survey/ audit results from state and local agencies, accreditation organizations, etc.
h. Meet or exceed expectations on all financial and control audits
i. Favorable feedback/ renewal of community grants and funding for specific initiatives

Title:  Case Manager/Referral Specialist
Reports to: Director of Programs and Services
Description: This position is responsible comprehensive strength-based case management services to adults in the Adult Emergency Shelter with the primary goal of achieving permanent housing.
Responsibilities Include:
· Complete housing plan with new clients within 7 days of intake.
· Input data into MAAC Link and SCOUT database on a timely basis.
· Complete all required documentation and case notes and maintain all reStart case files.
· Provide assistance for clients in: budgeting, employment search, locating permanent housing, man- aging medical issues, and addressing transportation and other needs.
· Make and facilitate appropriate client referrals to community service providers for medication management, day treatment, inpatient care, domestic violence support, and continued access to integrated services. Track and assist client to ensure engagement and follow through on referrals.
· Maintain current knowledge of and good working relationships with other service providers with whom reStart collaborates. Attend inter- agency meetings as required.
· Meet grant deliverables, outcomes and expectations, including data collection and reporting requirements, as needed.
· Conduct weekly floor meetings, room inspections, make weekly chore assignments.
· Other duties as assigned.
Qualifications
· Bachelor's degree in social work or related field required. (Master’s preferred). 3-5 years’ experience in social services field preferred.
· Ability to write clear, accurate case notes and complete other required case documentation thoroughly and accurately.
· Able to handle crisis situations with a minimum of supervision.
· Must have driver’s license and insurance.
· Work schedule includes days, evenings and weekend hours.
· Must pass criminal records check.
· Proficiency with PC-based word processing and database documentation required.
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DUTIES SPECIFIC TO RYAN WHITE-HOPWA DATA INTEGRATION PROJECT:
* Implementation of daily activities for Ryan White-HOPWA data integration project including workflow
coordination.

* Monitor HMIS HOPWA data uploads to ensure work plan is followed and confirm data integrity.

« Assist Quality Manager/Housing Manager with development of a protocol for creating the Housing Care
Continuums for HOPWA services.

« Assists in conducting site visits, meetings and surveys to collect information to be used in administrative,
fiscal, budgetary, operational and procedural analysis

+ Lead training activities for HMIS and SCOUT data system for housing providers and corresponding housing
programs.

* Assist Quality Manager/Housing Manager with quarterly progress reporting requirements

DUTIES SPECIFIC TO HRSA SPNS PROJECT KC LIFE 360
+ Monitor required HUD and CITI Working Human Subjects training certificates among project sponsors
«  Perform data management and evaluation including but not imited to chart reviews, data clean up, and
monthly reports
*  Perform intake assessments and informed consent among persons referred
«  Perform follow-up evaluation assessments as required by HRSA and multi-site evaluation components

Technical Skills Some knowledge of:
The principles and practices of public health administration

The principles and practices of grant administration.

The fundamental principles and practices of the program assignment. Applicable research techniques, methods
and procedures.

Providing trainings to diverse audiences and skil levels

Ability to:

Properly interpret and make decisions in conformance wiith established laws, regulations, and policies.
Collect, analyze and interpret data and submit oral and wrritten reports.

Establish and maintain effective working relationships with employees, municipal officials, other agencies, the
general public and medical care providers.

Present technical material in a clear precise manner that can be easily understood by a variety of groups.
Maintain accurate data between multiple database platforms/systems

Assist in facilitating various established workgroups between multiple community partners/agencies
Education and Experience

Accredited Bachelor's degree with major course in community development, multi-disciplinary

social science or urban services, public health or public administration; and twio (2) years professional
experience in community or neighborhood development work, with at least one (1) year at the level of a public
health specialist;

or

Accredited master's degree in major course work as noted in paragraph 1 (one) above, and one (1) year
professional experience at the level of a public health specialist

Certificates! Licenses/Special Requirements

Must pass a physical examination as prescribed by the City.

« May be required to pass a pre-employment drug screen

Supervisory Responsil
Supervision Received
None

‘Work is performed under general supervision of HIV Services Program’s Quality Manager/ Housing Manager.
Note: This job description should not be construed to imply that these requirements are the exclusive standards of the
position. Incumbents will follow any other instructions, and perform any other related duties, as may be required.
Reasonable accommodation will be provided to qualified individuals with disabilities. The City of Kansas City has the right
to revise this job description at any time. The job description is not to be construed as  contract for employment.

ity

Created: 12/15 Revised: 12/21/18
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Kansas City (MO) Health Department
Job Specification P

- Job Title:  LIMITED TERM CONTRACTOR- Employment Career Specilist Department: HEALTH
Status:  NON-EXEMPT, Temporary Grade: L Term Conract

“ Summary “This i for professions,adminstratve and echical work i the Kansas ity (MO) Heslth
Depariment (KCHD).Work involves & srong commitmen t personal snd professionsl
development.diect slient senices, smployment counseling, employmant cufresch and
recritment,ard program evauston. This i & emporary.grantfunded posfion ha s ot

z eniled tocontnued empleyment beyond the grant unding sssociated withthe speci oo
epering sndior posiion number under which the posiion s s

The Employmant Career Specialst manages recument and inaka of clents intothe program,
el reafonships wih businesses forjob piscement an referl a2 well a5 mainieins &
Caselosd of lents who are IV postie. This ol reperts &recty t the Gty &nd Housng
Sarvoss Mansger.

Incumbents oftis cass are expected o spply core pricipes of werkloroe development caresr
counseling, and pracices of the profession snd perform ncreasingy ificul and responsile
Work comimansurate Wi yesrs o ormal riming and experence Work s revewsd by
adminitrtive and professions supericrs ough sdherano {0 grantrequirements, witen
repors presentatons, and resuls achieved.

Duties and Responsibiies
Gareer Counseling and Job Flscement
Z +"Design snd implement ob development and ploement séricss wih businssses soross the Kansss City.
+ Develop programmatc materal for amployment program, indluing the development of an Employmant Infervetion
Manual
 Manage sssigned caselosd of partcipants isenfranchised by HIVIAIDS. poverty homslesness, andlo gender
< nonconformiy (f needed)
« Assess prospaciive partilpanis’ sbiy to become ampleyed snd n cooperstion with partcpants, develp an sl
work lan hst dniiies persnsl and career gosls
« Mansge sssigned caselosd by reviewing ligibilty documentston, and completing sny neosssary intakes withcients.
- + Provide career counselig snd assist i he development o shorlong erm employmen gosls.
Develop and impiement scraening process for paicipants {0 be referred 0 605
= Refersppropriste candidates o amployer and serve as he laison batueen Employment snd e employer
« Provide consisent folow-up wih il empleyer pariners. Tis includes racking 30-day snd 00-day employment
n retenion ameng pariciparts.
« Atand community mestings with locs! HIVIAIDS, transgender. and LGBTQ senice providers for lent recuimert
« Assiat with recrutmant nd ouireach scivites o pariner sgencses, hospal. lic, andlocal businesses and foster
new reatonships o expand recrufing network.
- Project Implementaton and Management
 Research snd uize data snd evidence-based practices totarge sectrs and employment pariners 0 obsin
‘spproprists employment opprtuniiesfo lient populstion.
+ Delelop and meintin relstionships with case managers and housing providers st pariner sgancies.
« Faciltatejobreadiness workshops, educationsl preseniations, taff aiing snd other assigned workshops with pariner
sgencies
 Maintsin ralevant data oolection snd documeniation for the Emplcyment pogram.
= Assistin preparation fr program raport a5 well a program evalustion aciies.
« Work withcolleagues o evalust and develop pogrem servioes that mest he nesds of the Employment lies. Seek.
Ways to improve servioss and mplement deas and scities which ostr he rawh of e program and pramate our
Work 0 the geners! public
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Participste in on-site and remote leaming opportunities with the evalustion and technical assistance provider (ETAP)
Represent the KCHD HIV Services Employment Progrsm at meetings and functions sddressing workforce
development issues, at contractor meetings and st other community meetings when spplicable (Service Coordination;
Housing Task Force; Continuum of Care).

Program and Department Activities:
Attend HIV Services Program staff meetings and supervision meetings
Attend Kansas City Heslth Department (KCHD) staff meetings, as required.
Perform other sppropriste duties as sssigned.

Technical §

Education and
Experience

Certificates/
Licenses/Special

Requirements

Supervisory
Responsibility
Supervision
Received

Some knowledge of

Employment placement services

Job development and training

Data mansgement & soaylsis

The principles and practices of career counseling. snd employment coaching
The principles and practices of program administration

Excellent orsl and written communication skills

Excellent organization and documentation skils

Abilty to:
Work with individuals with job-seeking challenges due to disability, mentsl disorder, sddiction
or other hiring disadvantages.

Aid clients in learning to support themselves through gsinful employment.

Properly interpret and make ecisions in conformance with established laws, regulstions, and
policies.

Collect, snalyze and interpret dsta and submit orsl and written reports.

Establish and msintsin effective working relstionships with employees, municipal officials. other
sgencies, the genersl public and medical care providers.

Present technicsl materisl in & clear precise manner thet can be easily understood by 8 variety
of groups.

Accredited Bachelor's degree with msjor course in sociology. socisl work. education. human
resources, businessfiabor management, public hesith or public administration; and two (2) yesrs
professional experience in workforce development and/or employment services, with st lesst one
(1) yeer st the level of & public heslth specislist;

or

Accredited master's degree in msjor course work as noted in parsgraph 1 (one) sbove, and one (1)
year professions! experience in workforce development sndlor employment services.

Must pass 8 physical examination as prescribed by the City.

- May be required to pass s pre-employment drug screen
None

Work is performed under general supervision of HIV Services Program's Quaiity Manager/
Housing Mansger.

Note: This job description should not be construed to imply that these requirements sre the
exclusive standards of the position. Incumbents will follow any other instructions, and perform
sny other relsted duties, 85 may be required. Reasonable sccommodstion will be provided fo
qusiified individusls with dissbilities. The City of Kansas City has the right to revise this job
description st any time. The job description is not to be construed s &

employment.
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Job Title: PUBLI
Status: NON- EXEMPT

Summary

Duties and
Responsibilities

Kansas City (MO) Health Department
Job Specification

Public Health

HEALTH NURSE (LTM) - Clinical Data Evaluator Department: HEALTH
Grade: L-K

This is professional, administrative and technical work in the Kansas City (MO) Health
Department (KCHD). Work involves clinical data evaluation, reporting, and coordinating
resources for the purpose of facilitating HIV-related Housing programs.

Incumbents of this class are expected to apply core principles of public health, grant
management, and practices of the profession and perform increasingly difficult and responsible
viork commensurate with years of formal training and experience. Work is reviewied by
‘administrative and professional superiors through adherence to grant requirements, written
reports, presentations, and results achieved.

*  Performs routine 6month, 12month, and 18month electronic medical record and client-
level database chart audits in support of KC Life 360 evaluation requirements.

*  Work with area clinics to access electronic medical record data elements necessary to
support clinical evaluation component.

+ Analyze clinical outcomes for KC Life 360 program participants.

*  Performs routine 6month, 12month, and 18month client follovi-up assessments in
support of KC Life 360 evaluation requirements.

* Assistin the development and analysis of the KC Life 360 evaluation control/sub-study
group.

+  Research and utilize data and evidence-based practices to target sectors and
.employment partners to obtain appropriate employment opportunities for client
Ppopulation.

* Maintain relevant data collection and documentation for the KC Life 360 program.

«  Assistin preparation for program reports as well as program evaluation activities.

*  Work with colleagues to evaluate and develop program services which meet the needs
of KC Life 360 clients. Seek ways to improve services and implement ideas and
activities which foster the growth of the program and promote our wiork to the general
public.

*  Participate in KC Life 360 Work Group.

* Participate in on-site and remote learning opportunities viith the evaluation and technical
assistance provider (ETAP).

+  Represent the KCHD HIV Services at meetings and functions addressing HIV health
outcomes and the intersection of housing stability and employment at contractor
meetings and at other community meetings when applicable (Planning Council; Service
Coordination; Housing Task Force; Continuum of Care).

+  Collect, analyze, and interpret data related to housing status and key HIV Health
outcomes (linkage to care, retention in care, prescription of antiretroviral medication,
and viral suppression).

+ Compile and calculate demographic, utilization, and performance outcome data for
implementation and evaluation of housing programs.

« Provide routine reports and updates to the Quality Manager/Housing Manager.

* Provide reports to the KC-Transitional Grant Area (KC-TGA) Ryan White Planning
Council, Kansas City (MO) Health Department leadership and/or other groups as.
directed by leadership of HIV Services Program.
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Technical Skills

Education and
Experience

Certificates/
Licenses/Special
Requirements

Supervisory
Responsibility
Supervision
Received

prepares assigned reports.
* Assistin the development, dissemination, and publication of KC Life 360 Intervention

Manual and other items as directed by HRSA and/or Boston University.
+ Attend Kansas City Health Department (KCHD) staff meetings, as required.
« Perform other appropriate duties as assigned.

Must be able to demonstrate

‘The abilty to explain basic public health principles and prevention of communicable diseases in
the home or community setting; establish and maintain effective working relationships with
departmental, federal, and medical officials as well as with program participants and their
families; understand and carry out instructions of a technical and professional nature; maintain
and prepare reports; Present technical material in a clear precise manner that can be easily
understood by a variety of groups; interpret and comply with federal and state pubiic health laws,
departmental collaborative agreements and guidelines appiicable to community health nursing.
Ability to apply research techniques, methods and procedures, and perform program evaluation
‘The principles and practices of grant administration

The fundamental principles and practices of the program assignment. The level

of technical skill required viould be similar to those of Registered Nurse.

Minimum Qualifications: A Bachelor's Degree from an accredited four-year college or university in
nursing, health care administration, public health or related healthcare-field. Licensure as a
registered nurse as determined by the Missouri State Board of Nursing or a state having reciprocity
with the state of Missouri

Preferred Qualifications: Completion of a master's degree in major course work as noted in
paragraph 1; andlor two years of related experience; andlor clinical data evaluation experience

* Must pass a background check, drug screen and a physical examination as prescribed
* by the City.

* Must possess a valid State —issued driver's license in accordance with the City of

+ KCMO.

« Possession of a current license or temporary permit (for transfer from other states)

*  Licensure as a registered nurse as determined by the Missouri State Board of Nursing
or a state having reciprocity with the state of Missouri

None

Work is performed under general supenvision of HIV Services Program's Quality Manager/
Housing Manager.

Note: This job description should not be construed to imply that these requirements are the exclusive standards of the
position. Incumbents wil follow any other instructions, and perform any other related duties, as may be required.
Reasonable accommodation will be provided to qualified individuals with disabilities. The City of Kansas City has the right
to revise this job description at any time. The job description is not to be construed as a contract for employment
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Kansas City (MO) Heath Department PublicHealth
B Job Specification
Job Titte: PUBLIC HEALTH SPECIALIST II- HOUSING SUPPORT SPECIALIST  Department: HEALTH

Status: NON-EXEMPT Grade: M1
‘Summary This i for professional, adminisrative and technical work n the Kansas City (MO) Health
Depariment (KGHD) Work invoives planning, coordinating, and dieciing resaurces for the purpose of
faciitaing HIV-related Housing programs.

Incumbents of his class are expected 1o apply core princples of public health, grant management, and
practices of the profession and perform increasingly dffiult and responsibie work commensurate with years of
formal training and experience. Work s reviewed by administrative and professional superiors through
adherence to grant requirements, witien reporls, presentations, and results achieved.

Duties and Responsibilities
+ Maintains and facitates SCOUT database trining program for HIV Housing Program

‘Compiles and calculates demographic, ufiization, and performance outcome data for implementation and
evaluation of housing programs.

+ Supports housing support programs or projects of imited complexity; determines proper methods and
techniques to use n promoting the actiiies of the assigned projects.

« Delivers presentations and assists in writing reports and artices {o stimulate nterest and disseminate
information to the community regarding HIV and housing services.

« Provides basic information {o the public and community organizations concerning specific HIV and housing
problems, needs and concers.

« Assists an administraive or technical superior in conducting various tasks as requested.

« Maintains required records and prepares assigned reports.

'DUTIES SPECIFIC TO HOUSING OPPORTUNITIES FOR PERSONS WITH AIDS (HOPWA) GRANT, OTHER
'HUD PROJEGTS AND RYAN WHITE HOUSING PROJECTS:
+ Assist ith coordination/evaluafion of all Housing grants fo the HIV Services Program.

« Implements HIV-related housing projects under the supervision of the HIV Services Quaity Manager/Housing
Manager

« Serves as KCHD representafive on client hearings related to HIV housing services.
« Provide routine reports and updates to the Quality Manager/Housing Manager.

« Provide housing reports o the KC-Transitional Grant Area (KC-TGA) Ryan Wiite Planning Council Kansas
Gty (MO) Health Department leadership and/or other groups as directed by leadership of HIV Services.
Program.

« Complete all required grant reports (including CAPER, APRS) for HIV housing services.

« Establish and maintain partnerships with local housing agencies and members of the local HUD Confinuums.
of Care (CoC) n the Kansas City region.

« Pariicipate in training and other learning opportuniies related to housing services for Persons Living vith
HIVIAIDS (PLWH).

« Provide, in cooperation wih local CoC, a coordinated point of entry for veterans, chronically homeless, youth
and victims of infimate partner violence ho are HIV+

« Faciltate HIV screening and tesfing events, in conjunction with HIV Prevention Staf, to identy HIV= persons.
who are homeless and link them to HIV care and housing services

« Work with local health facilfes, poiice, social, government and legal services to create a marketing campaign
which raises awareness about ransiional housing options for victms of infimate partner violence who are HIV-+

hank, Jamie
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'DUTIES SPECIFIC TO RYAN WHITE-HOPWA DATA INTEGRATION PROJECT:
“implementation of iy activies for Ryan VWhie-HOPYVA data integratin project incuding workfow
coordination
+Moritor HMIS HOPWA data uploads fo ensure ik plan i followed and confirn data integriy
« Asist Qualfty ManagerHousing Manager wilh development of 2 protocol for creating the Housing Care
‘Contnuums for HOPWA senices
+ Assists in conducting st visits, meetings and surveys to ollectinformation o be used n administatve,
fiscal,budgetary, operational and procedural analysis
+Leat training acivies for HMIS and SCOUT data system fo housing providers and corresponding housing
programs.
- Assist Quality ManagerHousing Manager wih quarery progress reporing fequirements
'DUTIES SPECIFIC TO HRSA SPNS PROJECT KG LIFE 360
" Monttor required HUD and CITI Working Human Subjectstraiing certffcates among project sponsors
+ Perform data management and evaluation inclucing but not fmied 1o chart reviews, daa clean up, and
monihl reports
Perfom inake assessments and informed consent among persons referred
Perfomm folo.up evaluation assessments 25 required by HRSA and mut-site evaluaion components
Technical Skills Some knowledge of:
The principles and practices of pubi health agminiiration
e principles and practices of grant acministraton
The fundamentl pinciples and pracices of the program assignment, Applicable research techniques, methods
and procedures
Providing tainings to diverse audiences and skillevels
Abilty tor
Propery interpret and make decisions in conformance with established laws, regulations, and polices
Collct, analyze and nterpret data and submitoral and writen reports.
Estavish and maitain effetive working rlationhips wih employees, municipa offcials, oher agencies, e
general pubic and medicl care provicers.
Present technical mateal in a clar precise manner thal can be easiy understood by a variety of groups.
Maintain accurat data between mulipl Gatabase platorms/systems
Assistin aciliating various cstabished workgroups befween muliple communiy parinrslagencies
Education and Experience
Aceredied Bachelors degre wih major course in communiy development, muti-scipinary
Socialscience of urban services, bl healh o public adminsiation; and o (2)years professianal
experience in communiy or nehborhood development wark, wih atleastane (1)year a he levelof a public
health specialis;
or
‘Accredited masters degree in majo course work as noed in aragraph 1 (one) above, and one (1) year
profossional percnce a he ovelof a public healh specialst.
Cortfcates! LicenseaiSpecial Requirements
Wiust pass 2 physica examination as prescribed by the Ciy
“May be required o pass a pre-cmployment arug screen
Supervisory Responsibity
Supervision Received
None
Work i performed under generalsupervision of IV Services Program's Qualy Manager’ Housing Manager.
Note: Tis o desrpton should o beconstusd t imply that thee requirementsar the exluive standards of the
postion. Incumbants wil fallow anyGther nstrucions, and parorm any othr reated dutis, 3 may be requied
Reasonable accommodtion will b provided t qualifed indidual with dsabiltes, Th G o Kanss it s theright
1 evie hs Job description a any ime. The ob description s not 1o be construed 5 3 contractfo employment.
Created: 12/15 Revised: 12/21/18
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