
CLASS SPECIFICATION 

 
Class Title: Performance Mgt/Quality Improvement Coord. Class Code: 5554 
Department: Health       Grade: 22 
FLSA:  Exempt      Eff. Date: 11/18/2013 
         Revised: 06/20/2026 
 
GENERAL PURPOSE 
 
Under general supervision from the Director of Health, develop, implement, and coordinate efforts to 
ensure that performance management (PM) and quality improvement (QI) processes, policies and 
procedures are adopted throughout the department.  
 
EXAMPLE OF DUTIES  
 
Manages and coordinates committees and project teams.  Coordinates and/or provides PM/QI 
education and training to department staff.  Researches and develops appropriate PM/QI trainings 
that enable workforce improvements.  
 
Develops, co-chairs, and maintains a department-wide PM/QI management committee with 
representation from each division.  Convenes regularly scheduled meetings, determines agendas; 
develops and analyzes performance improvement data for the committee; develops and implements a 
department-wide PM/QI communication plan; develops and implements a recognition program.  
 
Acts as accreditation coordinator to ensure success of accreditation efforts and maintains 
certification.  Leads and manages the accreditation process; interprets PHAB standards and measures, 
and collaborates with leadership team to assure standards and measures are met.  Works with 
regulatory and accreditation agencies to ensure compliance with all applicable standards. 
 
Assists in the development and maintenance of PM/QI plans, policies and procedures. 
 
Designs and develops performance studies and quality improvement evaluation criteria.  Implements 
a PM/QI process that leads to a positive and measurable impact on the department and public health 
programs. Evaluates the PM/QI program; initiates and implements changes as needed or as directed. 
 
Establishes a continuous PM/QI monitoring and reporting system. Ensures necessary data is collected 
on a timely basis; prepares, distributes, and presents reports on PM/QI efforts, status, and impacts; 
creates reporting documents to use for tracking quality improvement activities, trends, and patterns, 
and identifying opportunities for improvement. Coordinates and prepares an annual PM/QI report. 
 
Researches and identifies best PM/QI practices; reports findings to department administrators, and 
prepares and makes recommendations on adopting and implementing new PM/QI practices.  
 
Provides support to each division by identifying and recommending areas for improvement; 
implements recommended PM/QI practices to advance department/division improvements; 
participates in organizational strategic planning, and provides leadership and coordination for 
improving the department’s core public health functions. 
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Coordinates with State Health Department’s performance and quality initiatives to ensure alignment 
and optimal use of resources.  
 
Acts as the Health Department’s HIPAA Security Official and leads the HIPAA security program and 
compliance. Ensures the confidentiality, integrity, and safe access of electronic protected health 
information. Manages ePHI (electronic protected health information) security incidents, leads data 
breach investigations, and promotes internal security awareness. Trains new staff, evaluates evolving 
threats, and manages physical facility access in conjunction with the Facilities Department. Reviews 
system audit records. Coordinates with the Information Systems Department to update disaster 
recovery plans and maintain strict physical equipment safeguards. Conducts annual risk assessments 
and cooperates with federal and state regulatory investigations. 
 
Acts as the Health Department’s HIPAA Privacy Official and ensures adherence to policies covering 
the privacy of, and access to, patient health information. Enforces workforce compliance with the 
minimum necessary requirement, resolves patient privacy complaints, and manages medical records 
requests. Tracks access to protected health information. Maintains updated authorization forms, 
reviews vendor agreements in conjunction with the Administration Services office, and audits the 
Notice of Privacy Practices. Maintains knowledge of federal and state laws, delivers required staff 
training, and cooperates with regulatory compliance investigations. 
 
Operates a motor vehicle in a safe manner and in compliance with all Utah laws and regulations. 
 
Performs other related duties as assigned. 
 
MINIMUM QUALIFICATIONS 
 
1. Education and Experience: 
  

Graduation from an accredited college or university with a Master’s Degree in public health, 
health services administration, healthcare administration, nursing, public or business 
administration, or a closely related field, plus three (3) years of paid full-time employment in 
public health, related PM/QI processes, or health administration. Preference for experience 
performing related PM/QI duties. 
 
OR   
 
Graduation from an accredited college or university with a Bachelor’s Degree in public 
health,  healthcare administration, nursing, or a closely related field, plus four (4) years of 
paid full-time employment in public health, related PM/QI processes, or health 
administration,  nursing, environmental health, or a directly related field.  An acceptable 
combination of education and experience may be considered.  Preference for experience 
performing related PM/QI duties. 
 

2. Special Qualifications: 
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 Must pass a criminal history background investigation. 
 

Furnish personal transportation for on-the-job travel. 
 

Possess a valid Utah Driver License. 
 

Employees driving a personal vehicle while on county business must maintain the minimum 
vehicle liability insurance as specified in the Utah Code. 

 
3. Necessary Knowledge, Skills and Abilities:  
 

Knowledge of:  public health functions, structures, and resources; essential public health 
services; public health organizations and programs; principles and practices of performance 
management and quality improvement; PHAB standards and measures; group training; 
facilitating group processes; preparing analysis, including interpreting statistics and 
evaluating research studies; preparing comprehensive reports related to public health issues; 
planning, designing and evaluating public health program initiatives; departmental practices, 
policies and procedures, standard office computer operations and software applications 
including word processing, data entry, spreadsheets, and presentation programs. 
  
Skill in:  customer relations; operating all applicable computer hardware and software 
programs/applications; operating standard office equipment including a multi-line telephone, 
and multi-function printer/copier/fax machine. 
 
This position may require the driving of a motor vehicle; skill in operating a motor vehicle in 
a safe manner; ability to insure motor vehicle is operating in a safe manner; knowledge of 
Utah motor vehicle rules and regulations. 
 
Ability to:  apply PM and QI tools, practices, and principles to public health; organize 
projects; conduct group facilitation; prepare and present informative, concise and accurate 
reports; read, interpret, analyze and organize statistical data; read, interpret and write reports; 
work for sustained periods of time maintaining concentrated attention to detail;  make sound 
decisions on public health issues; perform duties with minimal supervision; prepare and 
deliver effective presentations to large groups; write policies and procedures; graphically 
represent data; operate all applicable computer hardware and software; communicate 
effectively (verbally and in writing); follow written and oral instructions; establish and 
maintain effective and productive working relationships with supervisors, other employees, 
public health agencies, and the general public. 
 
 

The above statements are intended to describe the general nature and level of work being performed by persons assigned 
to this job. They are not intended to be an exhaustive list of all duties, responsibilities and skills required of personnel so 
classified. All requirements are subject to possible modifications to reasonably accommodate individuals with 
disabilities. 

 


