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I. INTRODUCTION

This position is located at the Centers for Disease Control and Prevention (CDC), Department of
Health and Human Services (DHHS).

CDC provides consultation and occupational health services to CDC Centers/Institutes/Offices
(CIOs), and operates clinics located in Atlanta, Georgia (2), Ft. Collins, Colorado (1) and provides
consultation services to other clinics located at 6 other locations across the United States.

Among its many functions, CDC complies with mandated and voluntary occupational health
standards; monitors environmental hazards for special classes of employees; counsels employees at
physical or emotional risk from alcoholism, drug abuse, stress or other job-relation factors,
maintains a drug-free workplace, promotes employee wellness and physical fitness, and supports the
health and wellness of CDC staff who are deployed globally to respond to public health
emergencies.

The incumbent of this position serves as a Medical Officer for the Occupational Health Clinics
operated by CDC with responsibility for providing medical guidance on occupational and public
health issues facing federal agencies and working collaboratively with other CDC programs, staff
and/or contracted medical consultants across the United States.

II. MAJOR DUTIES

A. Leadership and Management 60%

Provides medical consultation and guidance on occupational and public health issues to various
Occupational Health Clinic staff consistent with the mission, goals and objectives of the
Occupational Health Clinics, CDC, PHS and HHS.

Provides leadership, consultation, technical and professional expertise in planning, developing,
implementing and evaluating designated occupational health programs, including but not limited to
Automated External Defibrillator (AED), Injury Prevention, , Health Promotion/Disease Prevention
and Medical Surveillance Programs. Leads and integrates the work of teams where each member
contributes a portion of the analyses, facts, information, proposed actions or recommendations; and
ensures compatibility and consistency of interpretation, judgment, logic, and application of policy.

Develops, reviews, and recommends medical components of clinical policies and recommends
changes and provides medical advice and interpretation of existing Clinical Policy. Reviews
annually and provides recommended updates on Clinical Standing Orders and agency required
Exposure Control Plans with a focus on ever-improving patient care services.

Recommends resources to devote to particular projects or to allocate among program segments.
Develops, implements, evaluates and improves processes and procedures to monitor the
effectiveness, efficiency, and productivity of the program. Develops and reviews the substance of
medical reports, decisions, case documents, contracts or other action documents to ensure they
accurately reflect the policies and positions of CDC. Plans and organizes meetings, handles or



assigns administrative details, orchestrates all team activities and oversees preparations for reports
and presentations. Ensures that work assignments/projects are carried out to allow timely
completion, making appropriate adjustments with priorities and reports to senior CDC management
on unusual problems that arise and on expected completion times. Provides medical guidance to
team members on work methods, policies, procedures, guidelines, etc. Reviews completed work for
adequacy and conformance with organizational policies and procedures. Resolves informal
complaints of team members; refers formal complaints/grievances to the supervisor for resolution.
Makes formal and informal recommendations on a variety of human resource management issues
such as performance management, compensation, leave, and incentive awards.

Participates with CDC management in planning, developing, and implementing strategic program
and management goals for the organization. These functions include coordinating with staff in
establishing action assignments, tracking progress, establishing priorities, reviewing recurring
activity reports and reporting progress and results.

Develops program and supporting administrative systems, policies, and procedures necessary to
ensure efficient and effective allocation and management of resources across CDC programs and
activities.

Analyzes, develops and drafts documents including position papers, proposals, justifications, and
memoranda on numerous subjects on a regular and recurring basis including special reports dealing
with congressional hearings on various CDC Clinical issues. The incumbent responds to
congressional, Office of Management and Budget, HHS, and PHS inquiries regarding CDC Clinic
program issues.

Reviews current medical literature of official and nonofficial origin, including legislation, on a wide
variety of subjects that relate primarily to CDC Clinic functions and services in order to keep current
on professional and commercial developments, which may affect CDC Clinical practices, programs
and policies. Makes oral and written presentations and reports, as appropriate, outlining current
efforts, recommended changes, and direction of activities.

B. Occupational Medicine Consultation 40%

Serves as the medical authority responsible for ensuring the integrity of the CDC Occupational
Health Clinic program through consistent and quality application of clinical program policies and
clinical practice guidelines. Interacts extensively with and leads program peers in enhancing
national program congruity in CDC occupational health clinic services. The incumbent develops
and coordinates the establishment of goals, objectives and a broad range of program efforts with
CDC staff through a variety of technological means as well as networking, team building efforts,
meetings and other communication methods. Provides expert advice and consultation to
Occupational Health Clinic and CDC staff on occupational medicine matters in accordance with
accepted medical standards of care. Assists in establishing and participate in performing continuous
quality improvement assessments of the various examination types that are reviewed in surveillance
and/or medical employability.

Reviews agency employee medical records and develops written reports and/or makes oral
presentations on findings, and represents senior CDC management in briefings to senior managers
on issues and analyses impacting the efficient and effective delivery of federal occupational health



services.

Identifies critical issues impacting agency occupational health programs and uses ad hoc study
teams to develop approaches to analyze the problem and prepare an analysis of alternative courses
of action with specific recommendations for the agency management. These activities require the
incumbent to coordinate the efforts of a variety of staff using extensive contacts, public and private,
across a region or regions on issues that can be sensitive in nature. The incumbent oversees the
preparation of tables, graphs, charts, and program descriptions from raw figures available in
program records and/or previous evaluation studies.

Establishes and maintains positive, interactive relationships and communication with senior level
Federal managers to promote understanding of the CDC mission with goal of providing consultation
and technical assistance for resolution of occupational health needs or problems. Interprets
professional, legal and CDC policies focusing on solutions to occupational health issues and
concerns. The incumbent represents CDC as the expert in CDC’s Occupational Health Clinic
services.

III. FACTORS
Factor 1. Knowledge Required by the Position

Expert knowledge of the CDC organization including its mission, structure, divisions, programs,
goals/objectives, policies, and procedures is required. The incumbent must have expert knowledge
and understanding of the critical relationships between these programs and related efforts within the
CDC and other Federal agencies.

Demonstrates a strong level of technical expertise in occupational and primary care medicine and
provides medical care and consultation of the highest caliber.

Possesses a strong technical knowledge regarding federal safety and health regulations and provides
ongoing guidance to daily occupational health clinic activities.

Expert knowledge of occupational health principles, theories, concepts, procedures, and professional
practice guidelines is required in order for the incumbent to serve as a technical authority, provide
expert advice and direction to clients, staff, senior management and others, and to assist in the
development and delivery of occupational health services throughout the country and across
divisions.

Expert knowledge of analytical principles and techniques in order to identify and define areas of
need in CDC programs and policies. This includes areas of program administration, education,
research and application of occupational health expertise in assessing worksite occupational hazards.

Expert knowledge of program/service analysis and evaluation, as well as organization principles
such as concepts, methods, and techniques needed for the daily operation, evaluation, and
improvement of program management. The incumbent must deal effectively with CDC Clinical
activities and services that cut across geographic as well as organizational lines. This requires
expert knowledge of CDC programs, services, policies and procedures and the ability to develop
customized courses of action for specific clients to meet their occupational health needs. Because



CDC programs and services affect a broad range, the potentially applicable analysis and evaluation
methods can be varied and complex.

Exceptional ability to develop and maintain effective working relationships with high-level Federal
Government officials, all professional health and support personnel, professional organizations, and
with educational institutions, which directly and indirectly support CDC.

Fiscal accountability within the CDC Program requires the exceptional ability to develop or
coordinate the administration of operational budgets.

Expert knowledge of team leadership principles in order to provide the level of skill and influence
needed to motivate a team of specialists to achieve a set of goals and objectives. Mastery of
planning, organizing, delegating, team building and communication skills in order to influence the
mission and direction of a project team.

Expert level skills and abilities in communication both orally and in writing. Expert level skill in
communicating and collaborating effectively with a variety of audiences, including management and
support staff. Mastery of presenting team and study findings and recommendations to individuals,
groups and boards on a broad spectrum of topics related to CDC Occupational Health Clinic
services, programs, policies and procedures in a style that is appropriate and understandable to the
target audience.

Factor 2. Supervisory Controls

The incumbent works under the broad supervision of the Director, Office of Safety, Security, and
Asset Management (OSSAM). The employee, in consultation with the supervisor, determines
priorities and deadlines and sets the overall assignment performance objectives. The incumbent
oversees the planning, delegation, and conduct of assignments, often coordinating with other senior
managers and staff as appropriate and determines the methods and procedures to be employed in
completing the project. The incumbent maintains communication with and informs the supervisor
and peers as necessary of actions taken to change the nature or direction of any assignment. Many
projects carried out by the incumbent are primarily long term in nature. Assignments are performed
with independence and discretion. The incumbent is expected to use good judgment in planning and
implementing assignments and in communicating their results. Advice, decisions, and
recommendations made by the incumbent are accepted in the majority of situations without change.
Completed work is assessed only in terms of effectiveness in accomplishing the influence of
program initiatives, program monitoring and tracking procedures and other senior management
strategies throughout the CDC. The employee provides day-to-day advice and consultation to the
agency and senior management on a broad range of occupational health issues without checking
with the supervisor and not subject to prior or post review. Ultimately, the success of the incumbent
is measured in providing constructive and quality advice to management and clients.

Factor 3. Guidelines

Guides consist of policy documents, procedures, program and administrative manuals, as well as
some precedents in the form of studies, previous related analytical reports and historical data
sources. Guidelines are available in the form of Federal statutes, HHS policies, CDC operational
standards, occupational health professional standards and practices and customer guidance and



directives. The guidance is broad and is left open to judgment and interpretation and must conform
to the area of continuing changes in the broad health care area. Therefore, the incumbent must use
discretion and judgment in the reference, revision and application of these general guidelines to
specific situations or issues. The incumbent is expected to use significant initiative and creativity in
applying these guidelines and in the preparation of any specific internal guidance to be applied by
those working in similar situations across the Agency.

Factor 4. Complexity

The Medical Officer carries a wide range of professional, administrative, and management
responsibilities for the agencies served and the Clinical Division. Decisions and actions by the
incumbent are based on comprehensive professional knowledge and experience. Decisions and
recommendations regarding potential actions require the assessment of unusual circumstances,
variations in approach and incomplete, conflicting data. The coordination of multiple functions
related to the coordination and analysis of CDC programs and their administrative structure
increases the complexity of the work of the position. These skills and abilities are applied to the
development, implementation, integration, and maintenance of program and service activities which
require fully developed negotiation skills, detailed knowledge of operations, awareness and
appreciation of organizational, political, cultural, legislative, and regulatory movements along with a
comprehension of the impact of recommendations and decisions within and outside the CDC
organization. The incumbent's recommendations, decisions, and actions reflect the external
environment to the CDC Senior Management and transmit internal policy to current and potential
customers. These activities and issues create complexity and the need for ingenuity, creativity, and
innovation in dealing with uncertain and, at times, controversial situations.

Factor 5. Scope and Effect

The primary purposes of the work are to develop, consult, provide technical expertise and ensure the
implementation of occupational health programs. The effective results of the incumbent's work are
the resolution of critical occupational health problems in the Federal community. The employee
must be capable of developing new and creative methods for assuring effective coordination and
communication at all levels within CDC and monitoring the execution of the organization’s program
initiatives. The impact of the work is frequently broad affecting not only the identification and
resolution of the local situation, but extending to multiple locations and impacting on various levels
of the client's organization. Success or failure to address the health issues for a Federal manager has
a clear and direct impact on the efficiency of the client agency and its operations as well as the
viability of the CDC Clinic program. The functions of this position also require strength in program
evaluation in order for the incumbent to test the effectiveness of programs and services and the
consistency of their contributions to the client organization and the accomplishment of its mission.

Factor 6. Personal Contacts

The incumbent's contacts are varied, but are frequently with high-level Federal officials, safety
managers, fiscal agents, and human resource management directors. Contacts are also with vendors,
contractors, other consultants, public and private organizations, and others including the general

public.

Factor 7. Purpose of Contacts



The incumbent's contacts are proactive, directive, and standard setting. Contacts are made for
purposes such as: exchanging information, resolving problems, program/policy development, and to
facilitate the development and customer utilization of CDC Clinic services. Contacts are made in an
attempt to persuade, cajole, and influence management and program officials, customers and others
to move in a certain direction or take an action. Contact purpose also includes the confrontation of
controversial issues and dealing with conflict to resolve important program problems affecting
customer service and the achievement of CDC Clinic mission.

Factor 8. Physical Demands

The work is mostly sedentary; however, there is some walking, bending, stooping, and carrying light
books and documents required.

Factor 9. Work Environment

The work is performed in a typical office environment. Frequent overnight travel is required of the
incumbent of this position.



