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Status  ☒ Full-Time ☐ Part-Time Civil Service  ☒ Classified ☐ Unclassified 
Union ☐ AFSCME ☐ ONA ☒ NBU FLSA Status ☒ Nonexempt ☐ Exempt 
Addendum Attached: ☐ Yes ☒ No Pay Grade E4/Grant Funded 
Working Job Title: Quality Improvement Coordinator 
Agency Unit: Health Promotion & Policy Integration 

Revised: October 2021 Supervisor: Planning & Quality Improvement Administrator 
Position Summary: 
Under direct supervision by the Planning & Quality Improvement Administrator, and indirectly by the Health 
Commissioner, this position is responsible for the coordination and delivery of quality improvement and public 
relations activities performance metric management. This position shall also serve as a subject matter expert for 
quality improvement and performance management activities. This position is also responsible for various data 
collection, analysis, and reporting efforts as well as assisting in the creation or maintenance of agency planning 
efforts. 
Essential Duties: 

1 
Conducts Quality Improvement process evaluations in line with Public Health Accreditation Board requirements, to 
include but not limited to, developing and prioritizing improvement opportunities, setting objectives, collecting and 
organizing data, generating solutions, and implementing and evaluating selected solution’s results.  

2 Leads  the  evaluation all TLCHD programs for efficient and effective delivery of program services and for gaps in 
service.  Reviews all program procedure and processes, and evaluates program resource use and needs.   

3 Serves as back up to Public Information Officer, planning public relations programs designed to create and maintain a 
favorable public image for the Toledo Lucas County Health Department 

4 Assists in the development and distribution of Department press releases;  Assists with coordination and scheduling of 
media interviews;  Copies, edits, proofreads  and revises communications as required.  

5 Participates in the production of departmental promotional materials, both print and electronically.   

1 
Organize and lead quality improvement initiatives in accordance with PHAB and TLCHD requirements. This includes 
facilitating QI meetings, coordination of internal staff training in QI, assessing and promoting a culture of quality and 
other related duties. 

2 
Lead the evaluation of all TLCHD programs through the lens of performance management in accordance with PHAB 
and TLCHD requirements. This will include assessment of program effectiveness, TLCHD processes, possible gaps in 
service delivery, and resource use and needs. 

3 Facilitate agency customer satisfaction metrics, data collection, and reporting. 

4 Assist the Public Health Accreditation Coordinator in ensuring all relevant documentation, requirements, and 
coordination of efforts related to public health accreditation are met. 

5 Collect, track, analyze, and generate reports on data relative to TLCHD and programmatic performance. 

6 
Assist as required in the planning, writing, maintenance, reporting, and/or implementation of the following: Strategic 
Plan; Performance Management & Quality Improvement Plan; TLCHD policies and procedures; performance 
management dashboards; agency and community planning efforts. 

Other Responsibilities: Prepares reports, create/maintains databases, serves on committees, and other duties as assigned.  
Basic Qualifications Preferred Qualifications 
• Bachelor’s degree from an accredited educational institution in a related field OR an 

appropriate combination of education, experience, training and certification. 
• Bachelor’s degree in Public Health, Business Administration, or a related field  
• Strong data collection, management, and manipulation experience, including 

advanced competency in Microsoft Excel.  
• Adobe Acrobat Professional experience. 
• Must be proficient in Microsoft Office applications including Word, Visio, and 

PowerPoint. 
• Demonstrated skills, knowledge and experience in project management, quality 

improvement and strategic planning.  
• Strong analytical, and organizational skills 
• Computer literacy in word processing, and data management. Must be proficient in 

Microsoft Office applications including Word, Excel, Visio, PowerPoint, and Adobe. 

• Master’s degree in 
Public Health or 
Business 
Administration or a 
related field 

• Advanced training 
and/or certification 
in quality 
improvement  

• Experience in 
program 
evaluations  
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• Commitment to working with shared leadership and in cross-functional teams 
• Excellent written and verbal communication skills 
• Valid Driver’s License with driving privileges in the State of Ohio, reliable 

transportation, and insurable driving record. 
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Organizational Core Values 
All TLCHD employees are expected to exemplify the following core values in the course of their daily work. 
Health Promotion: We actively promote the knowledge, attitudes, and behaviors that enable our community to reach its 
healthiest state. 
People Focused: Our primary focus is to provide the best public health for those who rely on our leadership and guidance ot 
live happier, healthier lives. 
Collaboration: We foster partnerships with key community stakeholders to enhance the delivery and effectiveness of public 
health information and practices. 
Communication: We encourage open and clear communication within our agency and to the community in a timely, 
culturally appropriate, and respectful manner. 
Empowerment: We empower our citizens to make healthier choices through education and a shared responsibility for the 
health of the public. 
Disease Prevention: We actively screen, evaluate, and educate our clients through evidence-based prevention strategies to 
minimize the threat of disease in our community. 

Position Specific Core Competencies for Public Health Professionals 
Reference TLCHD's Workforce Development Plan for more information on the full Core Competencies for Public Health Professionals. 
Competency Set: ☒ Council on Linkages ☐ Quad Council Nursing ☐ Applied Epidemiology Competencies (AEC) 
Tier Level: ☒ Tier 1 ☐ Tier 2 ☐ Tier 3 / 3a ☐ Tier 3b 
Analytical & Assessment Skills 
1A1 Describes factors affecting the health of a community 
1A2 Identifies quantitative and qualitative data and information that can be used for assessing the health of a community  

1A3 Applies ethical principles in accessing, collecting, analyzing, using, maintaining, and disseminating data and 
information  

1A4 Uses information technology in accessing, collecting, analyzing, using, maintaining, and disseminating data and 
information  

1A5 Selects valid and reliable data 
1A6 Selects comparable data 
1A7 Identifies gaps in data 
1A8 Collects valid and reliable quantitative and qualitative data 
1A9 Describes public health applications of quantitative and qualitative data 
1A10 Uses quantitative and qualitative data 
1A11 Describes assets and resources that can be used for improving the health of a community 
1A12 Contributes to assessments of community health status and factors influencing health in a community 

1A13 Explains how community health assessments use information about health status, factors influencing health, and 
assets and resources 

1A14 Describes how evidence is used in decision making 
Policy Development / Program Planning Skills 
2A1 Contributes to state/Tribal/community health improvement planning 
2A2 Contributes to development of program goals and objectives 
2A3 Describes organizational strategic plan 
2A4 Contributes to implementation of organizational strategic plan 
2A5 Identifies current trends affecting the health of a community 
2A6 Gathers information that can inform options for policies, programs, and services 
2A7 Describes implications of policies, programs, and services 
2A8 Implements policies, programs, and services 
2A9 Explains the importance of evaluations for improving policies, programs, and services 
2A10 Gathers information for evaluating policies, programs, and services  
2A11 Applies strategies for continuous quality improvement 
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2A12 Describes how public health informatics is used in developing, implementing, evaluating, and improving policies, 
programs, and services 

Communication Skills 
3A1 Identifies the literacy of populations served 
3A2 Communicates in writing and orally with linguistic and cultural proficiency 
3A3 Solicits input from individuals and organizations for improving the health of a community 
3A4 Suggests approaches for disseminating public health data and information 
3A5 Conveys data and information to professionals and the public using a variety of approaches 
3A6 Communicates information to influence behavior and improve health 
3A7 Facilitates communication among individuals, groups, and organizations 

3A8 Describes the roles of governmental public health, health care, and other partners in improving the health of a 
community 

Cultural Competency Skills 
4A1 Describes the concept of diversity as it applies to individuals and populations 
4A2 Describes the diversity of individuals and populations in a community 
4A3 Describes the ways diversity may influence policies, programs, services, and the health of a community 

4A4 Recognizes the contribution of diverse perspectives in developing, implementing, and evaluating policies, programs, 
and services that affect the health of a community 

4A5 Addresses the diversity of individuals and populations when implementing policies, programs, and services that affect 
the health of a community 

4A6 Describes the effects of policies, programs, and services on different populations in a community 
4A7 Describes the value of a diverse public health workforce 
Community Dimensions of Practice Skills 

5A1 Describes the programs and services provided by governmental and nongovernmental organizations to improve the 
health of a community 

5A2 Recognizes relationships that are affecting health in a community 
5A3 Suggests relationships that may be needed to improve health in a community 
5A4 Supports relationships that improve health in a community 
5A5 Collaborates with community partners to improve health in a community 
5A6 Engages community members to improve health in a community 
5A7 Provides input for developing, implementing, evaluating, and improving policies, programs, and services 
5A8 Uses assets and resources to improve health in a community 
5A9 Informs the public about policies, programs, and resources that improve health in a community 
5A10 Describes the importance of community-based participatory research 
Public Health Science Skills 
6A1 Describes the scientific foundation of the field of public health 
6A2 Identifies prominent events in the history of public health 
6A3 Describes how public health sciences are used in the delivery of the 10 Essential Public Health Services 

6A4 Retrieves evidence from print and electronic sources (e.g., PubMed, Journal of Public Health Management and 
Practice, MMWR, The World Health Report) to support decision making 

6A5 Recognizes limitations of evidence 
6A6 Describes evidence used in developing, implementing, evaluating, and improving policies, programs, and services 
6A7 Describes the laws, regulations, policies, and procedures for the ethical conduct of research 
6A8 Contributes to the public health evidence base 
6A9 Suggests partnerships that may increase use of evidence in public health practice 
Financial Planning and Management Skills 
7A1 Describes the structures, functions, and authorizations of governmental public health programs and organizations 
7A2 Describes government agencies with authority to impact the health of a community 
7A3 Adheres to organizational policies and procedures 
7A4 Describes public health funding mechanisms 



Template Revised January 2017 | Version 5.0   Page 5 of 5 

7A5 Contributes to development of program budgets 
7A6 Provides information for proposals for funding 
7A7 Provides information for development of contracts and other agreements for programs and services 
7A8 Describes financial analysis methods used in making decisions about policies, programs, and services 
7A9 Operates programs within budget 
7A10 Describes how teams help achieve program and organizational goals 
7A11 Motivates colleagues for the purpose of achieving program and organizational goals 
7A12 Uses evaluation results to improve program and organizational performance 
7A13 Describes program performance standards and measures 
7A14 Uses performance management systems for program and organizational improvement 
Leadership and Systems Thinking Skills 

8A1 Incorporates ethical standards of practice (e.g., Public Health Code of Ethics) into all interactions with individuals, 
organizations, and communities 

8A2 Describes public health as part of a larger inter-related system of organizations that influence the health of populations 
at local, national, and global levels 

8A3 Describes the ways public health, health care, and other organizations can work together or individually to impact the 
health of a community 

8A4 Contributes to development of a vision for a healthy community 

8A5 Identifies internal and external facilitators and barriers that may affect the delivery of the 10 Essential Public Health 
Services 

8A6 Describes needs for professional development 
8A7 Participates in professional development opportunities 
8A8 Describes the impact of changes (e.g., social, political, economic, scientific) on organizational practices 
8A9 Describes ways to improve individual and program performance 

Knowledge & Software Competencies: 
Knowledge of the following are integral to the daily responsibilities of this position: 
Microsoft Word ☐ 1 ☐ 2 ☐ 3 Allscripts / EMR ☐ 1 ☐ 2 ☐ 3 Kronos ☐ 1 ☐ 2 ☐ 3 
Microsoft Excel ☐ 1 ☐ 2 ☐ 3 GMIS ☐ 1 ☐ 2 ☐ 3 Novell ☐ 1 ☐ 2 ☐ 3 
Microsoft PowerPoint ☐ 1 ☐ 2 ☐ 3 Groupwise ☐ 1 ☐ 2 ☐ 3 ODRS ☐ 1 ☐ 2 ☐ 3 
Microsoft Visio ☐ 1 ☐ 2 ☐ 3 HealthSpace / HDIS ☐ 1 ☐ 2 ☐ 3 OnBase ☐ 1 ☐ 2 ☐ 3 
Microsoft Publisher ☐ 1 ☐ 2 ☐ 3 IMPACT ☐ 1 ☐ 2 ☐ 3 PeopleSoft ☐ 1 ☐ 2 ☐ 3 
Microsoft Access ☐ 1 ☐ 2 ☐ 3 Inventory System ☐ 1 ☐ 2 ☐ 3 Power-School ☐ 1 ☐ 2 ☐ 3 
Adobe Acrobat ☐ 1 ☐ 2 ☐ 3 IPHIS ☐ 1 ☐ 2 ☐ 3 Website/Social Media ☐ 1 ☐ 2 ☐ 3 

1= Beginner 2=Intermediate  3=Advanced / Expert 
Approved by: 

Health 
Commissioner 

    
Signature  Date  

Board of Health 
    
Resolution Number  Date  

 

 
 


