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	POSITION DESCRIPTION

	JOB TITLE: 
	 Refugee Program Clinic Manager  
	JOB GROUP:
	6

	Position (PCN) Number:
	2752222008
	Org Key:
	BIK27587

	JOB PURPOSE:



	Under  the administrative supervision of the Harris County Public Health & Environmental Services (HCPHES) Tuberculosis (TB)/Refugee Manager and with consultation from the HCPHES Chief of Disease Control & Medical Epidemiology (DCME), in the HCPHES Disease Control & Clinical Prevention (DCCP) Division, the Refugee Program Clinic Manager will provide programmatic oversight, fiscal management, personnel supervision and clinical direction for the Refugee Health Screening Program (RHSP) within the TB/Refugee Program. The incumbent will have primary responsibility for the development, coordination, implementation and evaluation of clinically-oriented activities of the HCPHES RHSP.  The incumbent will have responsibility for integrating and interfacing these activities with other HCPHES programs, especially the TB component of the HCPHES TB/Refugee Program.  The incumbent will also be responsible for interaction with other community agencies, entities and persons involved with refugee resettlement in the Harris County area, as required, and will also perform patient examinations in scheduled clinics as necessary.

	TASKS & RESPONSIBILITIES:


	% 

	1. Quality Assurance (QA) Activities
· Develops and implements quality assurance program to monitor and evaluate services delivered through the HCPHES RHSP

· Develops, reviews and updates HCPHES RHSP policies, procedures and clinical protocols

· Performs routine chart reviews and monitors service delivery to ensure clinical care of refugee patients is delivered in accordance with community standards of care and relevant clinical guidelines

· Reviews and monitors all programmatic activities, clinical and administrative, to assure compliance with applicable Federal, State, and HCPHES program requirements

· Performs QA activities related to clinical aspects of RHSP staff outreach activities, including but not limited to placement of TB skin tests and immunization record review

· Assures proper clinical techniques including but not limited to proper infection control procedures are employed throughout RHSP

2. Administrative/Planning Activities 

· Schedules, assigns, oversees and reviews work of RHSP staff and provides staff training and assistance

· Determines priorities and plans programmatic work

· Acts as liaison with other departmental areas, especially in DCME Section of HCPHES

· Ensures integration of activities, both administrative and clinical, within entire TB/Refugee Program

· Prepares reports and correspondence, including statistical analysis of program activities

· Oversees RHSP expenditures and assists in preparation of budget

· Provides assistance to TB/Refugee Program Manager as required
· Develops and strengthens relationships with community partners including voluntary resettlement agencies, Harris County Hospital District clinics, and community clinics
3. Technical Expertise

· Serves as key liaison for technical and content expertise with the RHSP as well as for other HCPHES departmental areas and community

· Responds to requests for information from partner agencies, providers and other community members in an appropriate and timely manner

· Under the guidance of and with approval from the Director, HCPHES Office of Public Information, responds to media inquiries and requests for interviews relevant to RHSP 
4. Clinical Activities

· Functions as medical provider in scheduled clinics as necessary, performing patient examinations and ordering appropriate testing (e.g., laboratory), immunizations and referrals.
5. Other Duties 

· Responsibilities include other duties as assigned, including special tasks involved in responding to an emergency event  
	40%

35%

10%

10%

5%

	SUPERVISORY RESPONSIBILITIES: (Titles of three highest level subordinates)

	1. Refugee Program Outreach Case Manager Coordinator 

	2. Administrative Secretary

	3. Refugee Clinic Coordinator
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(The following section of the Position Description is to be completed by the supervisor.)

	UPON ENTRY TO THIS POSITION, AN EMPLOYEE NEEDS THE FOLLOWING KNOWLEDGE, SKILLS, AND ABILITIES IN ORDER TO PERFORM THE JOB FUNCTIONS IN A SATISFACTORY MANNER:

	EDUCATIONAL REQUIREMENTS:

Graduation as an Advanced Practice Nurse (Nurse Practitioner) or Physician’s Assistant from an accredited school. 

	LICENSE(S) AND/OR CERTIFICATION(S) REQUIRED: 

Must be licensed to practice in Texas as an Advanced Practice Nurse (Nurse Practitioner) or Physician’s Assistant. Must possess a valid Texas driver’s license and reliable personal transportation.



	EXPERIENCE REQUIREMENTS: (Amount and Type)

At least one year of management or supervisory experience in a healthcare setting, preferably a public health setting. Preference given to previous clinical experience working with refugees or other immigrant populations.



	COMPUTER PROFICIENCY: (Be specific as to the amount and type of software and/or hardware knowledge required and the proficiency level of skills required, i.e., basic, intermediate, or advanced)

Basic proficiency with Microsoft Windows, Outlook, Word, PowerPoint and Excel is required. Basic proficiency with Access is desirable.


	SPECIAL SKILLS AND/OR ABILITIES:

The incumbent must have considerable knowledge of public health practice, especially as it relates to working with vulnerable or underserved populations. Must have knowledge of relevant public health laws and regulations (local, state, federal).  Must maintain effective working relationships and be able to effectively communicate refugee related issues verbally and in writing with staff, general public, stakeholders, supervisors, and colleagues. Must be well-organized and have the leadership skills necessary to direct and manage multiple challenges in program area. Must be able to respond to queries/program requirements in a timely and cost-effective manner. Must be willing to take own initiative in overcoming problems and challenges encountered in Refugee Program management on an ongoing basis.



	PHYSICAL REQUIREMENTS: (if any)

The incumbent may be required to work long and irregular hours in circumstances of public health or infectious disease emergency or potential for such.



	DESCRIBE THE GUIDELINES AND SUPERVISION AN EMPLOYEE RECEIVES IN ORDER TO DO THIS JOB.  HOW MUCH INDIVIDUAL INDEPENDENCE AND DISCRETION DOES THE EMPLOYEE HAVE WHEN DOING THIS JOB?

	The incumbent will have latitude to make programmatic decisions, in consultation with the HCPHES TB/Refugee Program Manager. The incumbent will be expected to exercise sound judgment and to make independent decisions within good public health practice. All county and departmental policies and procedures must be followed, and HCPHES TB/Refugee Program Manager will provide supervision and guidance.

	SUPERVISOR’S COMMENTS:

	

	SUPERVISOR’S SIGNATURE:
	
	DATE SIGNED:

	EMPLOYEE’S SIGNATURE:
	
	DATE SIGNED:

	PRINT EMPLOYEE’S NAME:
	

	OTHER SIGNATURE

(if required)
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