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Jurisdiction:  Cortland County

Jurisdictional Class: Competitive

Adopted:  10/20/05
DIRECTOR OF JACOBUS CENTER

DISTINGUISHING FEATURES OF THE CLASS:


The work involves responsibility for developing and administering a countywide reproductive health services and education program in the Jacobus Center for Reproductive Health.  The incumbent plans, develops, implements, and evaluates a variety of specialized programs, and is responsible for budget development and resource allocation as well as policy formulation.  The work is performed under the general supervision of a higher level administrator with leeway allowed for the exercise of independent judgment in carrying out details of the work. Supervision is exercised over the work of subordinate staff.  Does related work as required.

TYPICAL WORK ACTIVITIES:
(Illustrative only)

Plans, develops, implements, and evaluates reproductive health programs, policies and procedures;

Assigns, reviews and evaluates the work of program staff;

Recruits, interviews and recommends selection of new employees;

Schedules and conducts staff meeting to educate staff on pertinent issues and address questions, suggestions and concerns;

Prepares the division’s proposed budget and implements and monitors approved budget;

Initiates and/or approves all financial transactions, assessments, contracts and other obligations involving expenditures and payments;

Prepares and supervises the preparation of a variety of detailed and complex reports;

Researches potential grant funding opportunities develops and/or participates in the preparation of grant applications and other funding proposals;

Attends a variety of meetings with county and community agencies and groups to coordinate and develop joint programs;

Serves as spokesperson for the division and educates the public regarding reproductive issues and services through a variety of venues including public presentations, articles, committee and taskforce membership and the media;

Represents the division at federal and state organizational meetings;

Researches reproductive health issues to develop new program initiatives and remain knowledgeable regarding reproductive health issues and practices.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

Thorough knowledge of modern principles and practices of reproductive health administration;

Thorough knowledge of federal, state and local laws, rules, regulations related to reproductive health and the operation of a NYS Article 28 facility;

Good knowledge of public information and public relations techniques;

Working knowledge of the county budget process;
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Working knowledge of the grant application process and monitoring;

Ability to analyze and organize data and prepare records and reports;

Ability to understand and interpret complex oral instructions and/or written directions;

Ability to establish and maintain effective working relationships with others;

Ability to communicate effectively both orally and in writing;

Ability to plan and supervise the work of others;

Ability to deal effectively with the public;

Ability to prepare and deliver presentations in a clear, concise and articulate manner;

Ability to plan, organize, coordinate, administer and evaluate the effectiveness of program plans and provision of services related to reproductive health;

Ability to prepare budgets, operating reports and a variety of other reports relative to program activities;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  Either:

(a) Graduation from a regionally accredited or New York State registered college, university or one accredited by the New York State Board of Regents to grant degrees with a Master’s degree in Health, Public or Business Administration or closely related field and three (3) years of experience in health or human services that included planning, resource allocation, program evaluation and policy formulation; or

(b) Graduation from a regionally accredited or New York State registered college, university or one accredited by the New York State Board of Regents to grant degrees with a Bachelor’s degree in Health, Public or Business Administration or closely related field and five (5) years of experience as defined in (a); or

(c) An equivalent combination of education and experience as defined by the limits of (a) and (b),

