ASSISTANT TO COMMISSIONER (HEALTH)

DISTINGUISHING FEATURES OF THE CLASS: Under the direct supervision of the
Commissioner of Health, this position is responsible for facilitating the implementation of
new initiatives as directed by the Commissioner or his/her designee, as well as assisting
the Commissioner and the leadership team in supporting departmental programs with a
focus on community engagement and outreach. The incumbent will assist in the design
and implementation of community programs to foster participation in health based
programs. This position exercises considerable discretion and decision making authority in
handling matters for the Commissioner that are sensitive and confidential in nature. Work
will also involve significant interaction and collaboration with public leaders and influencers
to ensure active involvement by all demographic groups within the County. Supervision
may be exercised over administrative or clerical support staff. Does related work as
required.

EXAMPLES OF WORK: (lllustrative Only)

Consults with the Commissioner and/or senior leadership on a regular basis on numerous
matters relating to programs or operations and assists in the formulation of strategic plans
to engage and involve the public in specific public health initiatives and programs;

Works with the Commissioner and senior leadership in developing specific goals and
methods to reach a diverse population throughout the County;

Acts as an advisor to the Commissioner in community relations matters for short and long
term planning;

Designs and develops programs to involve the public in targeted public health programs;

Measures, monitors and analyzes public engagement and participation in County public
health initiatives and then provides recommendations for ongoing improvement;

Implement strategies that sustain positive and productive relationships with the public;
Collaborates with public leaders and stakeholders to support public health;

Effectively identifies and addresses cultural barriers with an ability to relate to multiple ethnic
groups within the County;

Assists with public relations to convey program goals and benefits, driving broad community
awareness of strategic programs;

Interfaces with and enlists support from community leaders to assist in ensuring public
acceptance and commitment to assigned initiatives;

Works internally to ensure Health services and programs delivered in a linguistically and
culturally competent manner;

May develop and direct staff through training, instructional materials, and meetings in
support of departmental initiatives;
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EXAMPLES OF WORK: (lllustrative Only) (Continued)

Uses computer applications or other automated systems such as spreadsheets, word
processing, calendar, e-mail and data base software in performing work assignments;

May perform other incidental tasks, as needed.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough
knowledge of the principles and techniques of public health planning and engagement; good
knowledge of principals and best practices used to support program goals; ability to
communicate effectively with designated community groups in order to foster support and
commitment to goals; skill in public speaking before large groups of people; ability to
translate specialized community needs into program to ensure effective services delivery;
ability to gather and interpret public health data for decision making; ability to relate to and
work with health professionals, ability to read, write, speak, understand, and communicate
in English sufficiently to perform the essential duties of the position; ability to use computer
applications such as spreadsheets, word processing, e-mail and database software; sound
judgment; resourcefulness; integrity; imagination; tact; good judgement; physical condition
commensurate with the requirements of the position.

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: Bachelor's degree* and four
years of experience in which a primary focus of the position was strategic planning and
implementation of public outreach to drive public awareness and engagement with specific
health programs.

SPECIAL REQUIREMENT: Possession of a valid New York State Driver's License at time of
appointment and maintain same while in the title.

*SPECIAL NOTE: Education beyond the secondary level must be from an institution
recognized or accredited by the Board of Regents of the New York State Education
Department as a post-secondary, degree-granting institution.
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