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	POSITION DESCRIPTION



	This position description serves as the official classification document of record for this position. Please complete this form as accurately as you can as the position description is used to determine the proper classification of the position.

	2.Employee’s Name (Last, First, M.I.)
	8.Department/Agency

	Vacant
	MDHHS-COM HEALTH CENTRAL OFF

	3.Employee Identification Number
	9.Bureau (Institution, Board, or Commission)

	
	Environmental Health

	4.Civil Service Position Code Description
	10.Division

	Epidemiologist Manager-3 (14)
	Epidemiology, Data Analytics, and Evaluation

	5.Working Title (What the agency calls the position)
	11.Section

	Occupational Health and Injury Surveillance Unit Manager
	Environmental Health Surveillance Section

	6.Name and Position Code Description of Direct Supervisor
	12.Unit

	Thomas Largo
STATE ADMINISTRATIVE MANAGER-1 15
	Occupational Health and Injury Surveillance Unit

	7.Name and Position Code Description of Second Level Supervisor
	13.Work Location (City and Address)/Hours of Work

	Elizabeth Wasilevich – State Division Administrator - 17
	333 South Grand Ave.; LANSING, MI 48913 / 8:00 to 5:00

	14. General Summary of Function/Purpose of Position

	This position is the unit manager for the Occupational Health and Injury Surveillance Unit within the Environmental Health Bureau (EHB). It operates to the standard of best available science and public health practice for the purpose of protecting the people of Michigan as required in the Michigan Public Health Code. The employee functions as a first-line professional manager of professional positions in a complex work area with professional staff who conduct surveillance activities pertaining to occupational health and injury. They interface with other units and sections in the department to provide data, evaluation, findings, public health determinations, and expertise on occupational injuries and illnesses, and on injuries overall, including unintentional (accidental), assault/homicide, and intentional self-harm/suicide. They oversee a staff of epidemiologists.
This position builds collaborative partnerships for the purpose of the public health assurance function so that MDHHS findings and recommendations are considered and addressed.  The person in this position works cooperatively with Michigan State University Occupational and Environmental Medicine Program and Michigan’s Occupational Safety and Health Program to address public health impacts on the people of Michigan from their work environment.  This position works with other federal, state, and local health and regulatory agencies for the same purpose outlined above.  They interact with the public, local officials, and legislators via meetings, telephone conversations, and e-mails, responding to community health concerns and providing information to protect public health. This position requires knowledge of MDHHS policies and procedures and advanced knowledge of epidemiological and statistical methods. This position ensures that the best available science is applied to sample design, data collection, data analysis, and technical report writing to investigate occupational health outcomes and other types of injuries in Michigan.
This unit can also provide skilled professional epidemiological surge capacity for other divisions in the bureau in the event of public health emergencies such as COVID-19. This role is critical to preserving the health, safety, and welfare of the residents of Michigan.
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	15. Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.
List the duties from most important to least important. The total percentage of all duties performed must equal 100 percent.

	[bookmark: Duty_1]Duty 1
General Summary of Duty 1	% of Time	70
Manage and coordinate the team conducting surveillance and data analysis to collaboratively support public health investigations within EHB.

	Individual tasks related to the duty.
· Coordinate activities by scheduling work assignments, setting priorities, and directing the work of unit staff.
· Ensure each staff member has a written work plan of assignments and that assignments have due dates for completion. 
· Conduct periodic, no less than monthly, one-on-one meetings with each staff member to review their work plan and assure assignments are being understood and due dates are met. 
· [bookmark: _Hlk77571935]Evaluate and verify employee performance through the review of completed work assignments and work techniques; use performance management systems for program and organizational improvement.
· Ensure proper labor relations and conditions of employment are maintained.
· Through staff training, ensure consistent implementation of practices and approaches of surveillance and statistical analyses.
· Collaborate with local, state, and federal agencies to conduct surveillance and epidemiological analyses.
· Oversee timely response to inquiries from within and outside of MDHHS.
· Oversee and review statistical analyses using SAS, R, ArcGIS and similar statistical packages for analysis and management of epidemiologic data; review design of descriptive and analytic epidemiologic analyses of injuries and occupational health outcomes.
· Review findings and work products of staff and ensure that findings are sound and scientifically defensible; ensure investigative techniques are based on the best available science; ensure proper written documentation and evaluation of information used to make public health determinations.
· Coordinate and oversee staff employing advanced statistics skills, such as distributions, statistical testing, and regression; coordinate and oversee staff utilizing widely used probability methods and time series analysis, as needed; coordinate and ensure accurate data visualization techniques and products.
· Coordinate and ensure quality data processing, transformation, cleaning, and data warehousing techniques, including compliance with MDHHS policies.
· Participate in internal planning meetings with Section Manager to identify and prioritize activities so that resources and staff can be aligned as needed. Participate in high level planning meetings with Division, Bureau, and other State of Michigan and federal programs and agencies, as needed.
· Ensure ethical principles are applied in accessing, collecting, analyzing, utilizing, maintaining, and disseminating data and information.
· Develop a standard of procedure and train staff to ensure consistency and quality of epidemiological support to EHB. Develop strategies for continuous quality improvement.
· Ensure programs are merged within current and projected budgets. Maintain financial and resource implementation records as determined necessary by Section Manager and Division Director for tracking expenditures of general funds and grants.
· Maintain records, prepare reports, and compose correspondence relative to the work; identify areas for process improvement and scoping out best practices.
· Coordinate to provide technical assistance and communicate determinations to local, state, or federal government agencies, as needed.



	[bookmark: Duty_2]Duty 2
General Summary of Duty 2	% of Time: 15
Build and maintain professional relationships with other units/sections/divisions/bureaus within MDHHS, local health departments, state and federal agencies, and other local entities as needed, to enhance implementation of environmental public health actions at a community level.

	Individual tasks related to the duty.
· Promote the Occupational Health and Injury Surveillance Unit's resources and capabilities to units, sections, programs, and external entities.
· Learn, understand, and fully apply the Bureau’s operational governance structure.
· Build partnerships with other unit and section managers in the Bureau, other areas within MDHHS, local health departments, and state and federal partners to facilitate data collection and collaboration for epidemiological investigations.
· Facilitate partnerships between unit staff and other internal and external agency partners.
· Identify, apply for, and manage grants and other external funding opportunities.



	[bookmark: Duty_3]Duty 3
General Summary of Duty 3	% of Time:10
Track and evaluate epidemiological activities by critical variables that meet reporting requirements associated with responding to internal or external audits, federal or state cost recovery requests, responding to Freedom of Information Act requests, responding to administrations, responding to legislature requests through DHHS legislative liaison, responding to local public health, and responding to DHHS management.

	Individual tasks related to the duty.
· Provide status reports to the Section Manager, Division, and other agencies and administration on a routine basis and as requested.
· Develop budgets and plan expenditures according to allocated funding in partnership with the Financial Services Office and serve as fiduciary to ensure expenditures for trainings, materials, software and other relevant activities are appropriate and justified.
· Interpret and implement existing Department rules and policies governing use of general funds for public health response; develop and implement necessary processes, structure, and oversight to ensure the necessary information and data are readily available.
· Propose statewide evaluation metrics for surveillance activities and implement approved proposals.
· Make findings, determination and public health recommendations for review by MDHHS management. 



	[bookmark: Duty_4]Duty 4
General Summary of Duty 4	% of Time	5
Provide additional support to the Department of Health and Human Services as requested, including hiring of staff.



	Individual tasks related to the duty.
· Select staff, ensuring equal employment in hiring and promotion.
· Provide input and editorial assistance for reports and section evaluations.
· Participate on interview teams.
· Provide briefings on epidemiological or analysis issues for upper management in support of departmental goals.
· Conduct and attend meetings and conferences on related technical topics and issues.
· Review related literature and keep abreast of technical developments.
· Prepare or oversee preparation of periodic and special technical and scientific reports and articles.
· Assist in seeking additional funding through grant writing and reporting.
· All other duties as assigned.




	16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
The position holder makes work assignments for staff in the unit. Independent judgment is used in all areas of epidemiologic data and evaluation planning, design, analysis, and unit management. Decisions regarding recommended project design, research methodologies, analysis of data, conclusions to be drawn from data or information, and content and style of presentation of data for reporting and presentation are all done independently. Independent judgment is also used in providing consultation to unit and section staff, as well as external agencies. These decisions affect professional staff, support staff, and operational activities of the Occupational Health and Injury Surveillance Unit, Environmental Health Surveillance Section, the Division of Epidemiology, Data Analytics and Evaluation, the Environmental Health Bureau and numerous outside agencies, in addition to the populations being served by the Bureau. They will also affect policies and procedures within the Section.

	17. Describe the types of decisions that require the supervisor’s review.
The person in this position is a highly skilled and educated professional: minimal oversight is required. Study designs and surveillance involving highly complex issues and far-reaching policy decisions are reviewed and approved by the supervisor and other management positions before being finalized. Guidance is required of the supervisor and the Division Director regarding political and financial feasibility of data acquisition, analysis, and reporting efforts and for issues where policy, procedure or guidance materials do not address or are unclear. The overall plan of work and decision on priorities will be done in concert with the supervisor and the Division Director. Any document with political or institutional ramifications must be reviewed by the supervisor and the Division Director to determine the appropriate dissemination plan. Any decisions related to funding must be discussed with the supervisor prior to implementation.

	18. What kind of physical effort is used to perform this job? What environmental conditions is this position physically exposed to on the job? Indicate the amount of time and intensity of each activity and condition. Refer to instructions.
Physical effort is typical of an office position. Requires valid vehicle operator’s license and occasional travel within the state, including overnights. Less occasionally, travel may be required outside the state. There may be times when work outside of regular hours is necessary for the completion of a project. 

	19.   List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis. (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	Anya Morozov
	Epidemiologist-E
	
	

	Alexandra Bianco
	Epidemiologist-E
	
	

	Adrianna Baker
	Epidemiologist-E
	
	

	
	
	
	

	
	
	
	



	20. This position’s responsibilities for the above-listed employees includes the following (check as many as apply):

Y	Complete and sign service ratings.	Y   Assign work.
Y	Provide formal written counseling.	Y   Approve work.
Y	Approve leave requests.	Y   Review work.
Y	Approve time and attendance.	Y   Provide guidance on work methods.
Y	Orally reprimand.	Y   Train employees in the work.




	22. Do you agree with the responses for Items 1 through 20?  If not, which items do you disagree with and why?
Yes.

	23. What are the essential functions of this position?
This position is the unit manager for the Occupational Health and Injury Surveillance Unit within the Environmental Health Surveillance Section and operates to the standard of best available science and public health practice for the purpose of protecting the people of Michigan as required in the Michigan Public Health Code. The employee functions as a first-line professional manager of professional positions in a complex work area with professional staff who conduct surveillance activities pertaining to occupational health and injury. They interface with other units and sections in the department to provide data, evaluation, findings, public health determinations, and expertise on occupational injuries and illnesses, and on injuries overall, including unintentional (accidental), assault/homicide, and intentional self-harm/suicide. They primarily oversee a staff of epidemiologists.
This position builds collaborative partnerships for the purpose of the public health assurance function so that MDHHS findings and recommendations are considered and addressed. The person in this position works cooperatively with Michigan State University Occupational and Environmental Medicine Program and Michigan’s Occupational Safety and Health Program to address public health impacts on the people of Michigan from their work environment. This position works with other federal, state, and local health and regulatory agencies for the same purpose outlined above. They interact with the public, local officials, and legislators via meetings, telephone conversations, and e-mails, responding to community health concerns and providing information to protect public health. This position requires knowledge of MDHHS policies and procedures and advanced knowledge of epidemiological and statistical methods. This position ensures that the best available science is applied to sample design, data collection, data analysis, and technical report writing to investigate occupational health outcomes and other types of injuries in Michigan.
This unit can also provide skilled professional epidemiological surge capacity for other divisions in the bureau in the event of public health emergencies such as COVID-19. This role is critical to preserving the health, safety, and welfare of the residents of Michigan.

	24. Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
Updates to reflect the bureau’s reorganization

	25. What is the function of the work area and how does this position fit into that function?
The function of the Bureau is to act as a resource for the evaluation of the effects of the environment on health. Within the Bureau, the Environmental Health Surveillance Section provides epidemiological assessments and conducts surveillance for health outcomes of human populations exposed to environmental exposures. This unit manager is responsible for overseeing the Occupational Health and Injury Surveillance Unit.



	26. What are the minimum education and experience qualifications needed to perform the essential functions of this position?

	NOTE: Equivalent combinations of education and experience that provide the required knowledge, skills, and abilities will be evaluated on an individual basis.

EDUCATION:
Possession of a master’s degree in epidemiology or public health with a minimum of 8 semester (12 term) graduate-level hours in epidemiology and biostatistics courses.

	EXPERIENCE:
Four years of professional experience equivalent to an Epidemiologist, including three years equivalent to an Epidemiologist P11, two years equivalent to an Epidemiologist 12, or one year equivalent to an Epidemiologist Manager 13 or Epidemiologist Specialist 13.

	KNOWLEDGE, SKILLS, AND ABILITIES:

· Ability to direct and evaluate employees.
· Thorough knowledge of training and supervisory techniques.
· Thorough knowledge of employee policies and procedures.
· Ability to ensure equitable employment practices.
· Ability to ensure proper labor relations and conditions of employment are maintained, including incorporating inclusion and diversity training.
· Ability to coordinate diverse and complex program activities.
· Ability to maintain records, prepare reports, and compose correspondence related to the work.
· Ability to communicate effectively with others.
· Ability to maintain favorable public relations.
· Ability to organize complex data and maintain quality control; privacy and security of the data.
· Ability to analyze surveillance data and other information for the purposes of determining the need for epidemiologic investigations.
· Ability to design and implement surveillance and conduct analytic studies.
· Ability to formulate policies and practices for interventions indicated by epidemiologic analyses.
· Thorough knowledge of the basic principles and methods of epidemiology.
· Thorough knowledge of biostatistics as applied to epidemiology.
· Thorough knowledge of the application of computers to the analysis and management of epidemiological data.
· Thorough knowledge of departmental rules, regulations, and policies related to ensuring data security and compliance.
· Some knowledge of occupational health and injury epidemiology.

	CERTIFICATES, LICENSES, REGISTRATIONS:
None

	NOTE: Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.



	I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	


 	
Supervisor’s Signature	Date

	[bookmark: TO_BE_FILLED_OUT_BY_APPOINTING_AUTHORITY]TO BE FILLED OUT BY APPOINTING AUTHORITY

	Indicate any exceptions or additions to statements of the employee(s) or supervisors.

	I certify that the entries on these pages are accurate and complete.



 	
Appointing Authority Signature	Date

	[bookmark: TO_BE_FILLED_OUT_BY_EMPLOYEE]TO BE FILLED OUT BY EMPLOYEE

	I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



 	
Employee’s Signature	Date


NOTE: Make a copy of this form for your records.
