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	Health and Human Services Enterprise

	Position Description

	TO:  HHS HR Classification Office

	I.  POSITION DATA:

	Position Number(s):        00008815

	Functional Job Title:        Quality Assurance Team Leader

	Class Title:                      Program Specialist IV

	Class Number:                1573

	Salary Schedule/Group:  B20   

	FLSA Status:                   Non-Exempt

	Work Location:   
25

	HHSAS Department Name:          Cancer Registry

	HHSAS Department ID Number:  G63000

	Bureau/Facility/Division: Environmental Epidemiology & Disease Registries Section/Community Health Improvement Division


	Agency:  Department of State Health Services

	II.  IMMEDIATE SUPERVISOR OF POSITION: 

	Supervisor’s Name:                            

	Supervisor’s Employee ID Number:   00000101945

	Supervisor’s Position Number:           00008892

	Supervisor’s Phone Number:             

	III.  GENERAL DESCRIPTION:

	Brief Job Description: 

Serves as Team Leader of the Quality Assurance Team, performs highly complex consultative services and technical assistance for cancer registry program staff, cancer reporters (hospitals, cancer treatment centers, ambulatory surgery centers, clinical pathology laboratories, and physicians), the National Program of Cancer Registries at the Centers for Disease Control and Prevention, and professional associations, such as the Texas Tumor Registrars Association, National Cancer Registrars Association, and North American Association of Central Cancer Registries.  Assists with the planning, development, implementation, evaluation, coordination and review of activities in the Quality Assurance (QA) of the Texas Cancer Registry (TCR).  Plans and recommends techniques, standards, policies, and procedures in cancer registration guidelines and data collection activities.  Assists with hiring, training, supervising and evaluating TCR Quality Assurance staff. Supports DSHS and Regional mission and objectives.  Work is performed under minimal supervision with moderate latitude for the use of initiative and independent judgment and action.   
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	IV. ESSENTIAL JOB FUNCTIONS (EJF):  List in order of importance the essential job functions.

Following each EJF, indicate in parentheses ( ) the percentages of time spent.  Percentages should be in increments of 5% and not exceed 100%.

	Attends work on a regular and predictable schedule in accordance with agency leave policy and performs other duties as assigned.

(30%) Assists in overseeing all quality assurance aspects of the TCR. Provides highly complex consultative, managerial, and technical direction for the formulation of standards and records processing processes for assuring the quality of cancer registry data. Assists in monitoring and providing guidance to staff in the development and integration of QA methods and procedures, both overall for registry operations and those quality control standards associated with the TCR’s reporting and database system. Conducts record editing processes via the EDITs software and duplicate checks to ensure QA standards are met. Prepares reports of the findings and recommendations for improvement. Assists in reviewing cancer registry operations that impact data quality and prepares/evaluates recommendations and justifications for changes in CESB policies, procedures, or program guidelines for QA improvement. Provides guidance to staff in the development and integration of new QA and consolidation methods and procedures. Assists in developing QA policy and procedure manuals. 
(25%) Serves as the expert in cancer registry techniques related to QA and record consolidation in cancer reporting and data collection, and works with staff to resolve technical issues related to these areas. Reviews consolidation-related work and problems, and implements new procedures to resolve and prevent future data quality issues. Assists in evaluating changes in national cancer quality assurance processes and procedures. Keeps abreast of changes in national cancer reporting standards and assures that the CESB systems and procedures are modified as needed to comply.  Monitors various reports on registry operations, initiated both internally and by external national organizations, such as NAACCR and the National Program of Cancer Registries (NPCR), and prepares detailed, comprehensive summaries of findings.

(25%) Assists in evaluating quality assurance and consolidation procedures for improvement or initiation of new programs. 

(15%)
 Provides input on employee performance evaluations and makes recommendations regarding disciplinary or reward actions for staff in the Quality Assurance Sections. Assists with hiring and training of new staff, including screening applications, serving on interview panels, and providing relevant program area orientation and training.  Provides Cancer Registry Managers with proposed work plans for team members.  Meets regularly with Quality Assurance staff to track progress of projects; advises and guides as needed.  Assists in monitoring the status of the approved work plans and updates the Quality Assurance Manager on project status.  Serves as resource person for addressing section (team) members’ questions and work problems and assures that staff has the necessary resources to complete assignments. Provides feedback on team's time and leave based on workload.

(5%) Performs other duties as assigned.  Other duties as assigned include but are not limited to actively participating and/or serving in a supporting role to meet the agency's obligations for disaster response and/or recovery or Continuity of Operations (COOP) activation.  Such participation may require an alternate shift pattern assignment and/or location.



	                                                                                                                     Total Time Spent:
	100%
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	V.  LICENSURE, CERTIFICATION, OR REGISTRATION REQUIRED:

	List the licensure, certification, or registration required to perform this job: 

Certified Tumor Registrar (CTR) or CTR eligible.


	VI.  KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:  

	List the knowledge, skills, and abilities critical to performance in this position: 

Knowledge of CESB policies and procedures. 

Knowledge of oncology, anatomy, medical terminology, database management, data collection and retrieval procedures, and CESB edit criteria. 

Technical knowledge of cancer registration, including state, national and international standards and guidelines for cancer registration; 
International Classification of Diseases (ICD-9 an d 10) and International Classification of Diseases for Oncology (ICD-O), (ICD-O-2) and (ICD-O-3); SEER, NPCR, NAACCR, and ACoS cancer registration guidelines and standards; and, multiple versions and multiple disease staging and treatment scheme criteria of NAACCR/NPCR record and inter-record edits.
Knowledge of principles and practices in management, and interdisciplinary collaborations.   Knowledge of organizational structure, administrative process, and program expectations.  

Skills in use of Local Area network and of  Word, Excel, PowerPoint, Windows and cancer registry software packages.  
Skill in written and verbal communication.   
Skill in gathering and evaluating information and problem solving.   Skill in organizing work and prioritizing projects. Ability to identify and apply appropriately, cancer coding standards and guidelines to relevant cases.  

Ability to handle multiple assignments/projects with varying deadlines.   Ability to communicate effectively, clearly and concisely with others (internal/external customers) both orally and in writing; to analyze and interpret coded data, monitor and identify problems in coding and case ascertainment; to read and interpret laws, policies and procedures governing cancer reporting.   Ability to work well and effectively with others  as a team member working in a cooperative and productive manner.   Ability to create a work environment that encourages co-workers to discuss and debate cancer reporting issues.   Ability to actively participate and plan team meetings.   Ability to act in a sound, logical, appropriate manner based on thoughtful, professional analysis of a situation or problem.   Ability to adapt to change and modify behavior in response to frequent changes in situations, or priorities.

Ability to handle stressful situations.  Ability to exercise tact and diplomacy.   Ability to abide by DSHS Guiding Principles, Code of Ethics and Standard of Conduct.   Ability to establish and maintain effective working relationships, to express ideas clearly, and concisely, and to exercise good judgment in evaluating situations and making recommendations.   Ability to plan, organize, lead, and manage the efforts of others.   Ability to understand, explain, implement and adhere to the Texas Incidence Reporting Law and Rules, public health law and departmental policies.   Ability to abide by DSHS Universal Expectations for Personal Responsibility.  Ability to interpret information to understand and follow instructions.   
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	VII.  ENVIRONMENTAL/HAZARD DEMANDS OF ESSENTIAL JOB FUNCTIONS:  

	Place an ‘X’ after all work site and environmental conditions that apply to this job.

A.  Working:

	Travel (indicate % of time): 5% day 10% night                   
	Irregular hours.                    

	Indoors.                             X                              
	Outdoors.                            

	On ladders or scaffolding.              
	With sharp instruments.        

	With moving vehicles/objects.        
	With hands in water.             

	Around machines with moving parts and objects.      
	With fire, boilers, or large hot stoves.        

	Other (specify):       

	Place an ‘X’ after all work site and environmental conditions that apply to this job.

B.  Exposure to:

	Excessive heat.                      
	Excessive cold.     

	Excessive humidity.                
	Excessive dampness.                      

	Dry atmosphere.                     
	Excessive noise.                             

	Constant noise.                      
	Dust/mites.     

	Fumes, smoke, or gases.        
	Grease, oils, and combustibles.        

	Acidic/caustic solutions.          
	Silica, asbestos, etc.      

	Cleaning supplies/abrasives and solvents (degreasing agents).           
	Pesticides.     

	Human blood, body fluids, tissue or wastes.        
	Animal blood, body fluids, tissue or wastes.        

	Biomedical waste.     
	Biological agents.     

	Electrical energy.     
	Radiant energy.     

	Vibration.     
	Other (specify):       

	VIII.  PHYSICAL DEMANDS OF ESSENTIAL JOB FUNCTIONS:

	A.  Enter the maximum number of pounds required in the next four blocks:

	Lifting (indicate number of pounds):  20        
	Carrying (indicate number of pounds): 20       

	Pulling (indicate number of pounds): 20       
	Pushing (indicate number of pounds):  20      

	B.  Place an ‘X’ after all physical demands required to perform the essential job functions.

	Repeated bending.     
	Reaching above the shoulder.        

	Simple grasping.     
	Dual simultaneous grasping.     

	Finger/manual dexterity.            X
	Sitting.                                           X

	Standing.     
	Walking.     

	Crawling.     
	Twisting upper body.     

	Kneeling.     
	Stooping.     

	Climbing stairs.     
	Climbing ladders.     

	Vision.                                       X
	Hearing.                                               X

	Other (specify):       
	Other (specify):       


