


 

 
 
 
 
 

AREA OF CONSIDERATION – OPEN COMPETITIVE 

TO ESTABLISH A LIST FOR THE POSITION OF 

HOSPITAL PLANNING SPECIALIST II 

OPEN: July 12, 2024 CLOSING DATE: July 26, 2024 ANN. NO.:  24-123 

 

GENERAL PAY PLAN 

OPEN:                M-01 $49,731.00 P/A to M-10 $68,269.00 P/A 
PROMOTION:    M-01 $49,731.00 P/A to M-18 $87,650.00 P/A 

MINIMUM EXPERIENCE AND TRAINING:   
 

A) Bachelor’s degree from an accredited college or university with a  major in management, 
business administration, public administration, social sciences, engineering, planning, and/or 
healthcare administration with emergency management experience or one (1) year of 
experience in planning, developing, coordinating and implementing programs or projects or 
closely related work; or 
 

B) Any equivalent combination of experience and training beyond the Bachelor’s degree which 
provides the minimum knowledge, abilities and skills. 

 
NATURE OF WORK:  
 
This is moderately complex professional hospital planning and program work. 
 
Employees in this class perform moderately complex hospital planning and program work on an 
ongoing independent basis and participate in the full range of complex professional duties under closer 
supervision.  Work involves the development and implementation of strategic and master plans, local 
and federal grants management, hospital preparedness and emergency management, hospital capital 
improvement projects, and performance improvement programs.  
 
ILLUSTRATIVE EXAMPLES OF WORK: (These examples do not list all the duties which may be 
assigned; any one position may not include all the duties listed.) 
 
Participates and/or assists in the development and implementation of hospital plans and programs; 
collects and analyzes statistical data, performs research and assists in the preparation of program 
studies in support of hospital plans and programs.  Participates or assists in the research, 
development, and submission of local and federal grant applications; assists in the implementation 
and maintenance of detailed budgets and comprehensive reports on progress of projects and 
expenditures.  Assists in capital improvement projects by planning or coordinating design reviews; 
supports contract administration services by processing change orders and monitoring project contract 
terms.  Assists in managing the hospital’s emergency preparedness and emergency management 
plans; participates in the day-to-day emergency management activities to include the functions 
required by cooperative agreements or grants and/or the preparation of performance, evaluation, 
and/or financial reports.  Participates and/or conducts training programs.  Attends meetings, 
workshops and conferences; participates in hospital performance improvement programs.  Assists in 
real disaster mitigation, preparedness, response, and recovery activities as the hospital’s Alternate 
Response Activity Coordinator (RAC); assists in the development and implementation of preparedness 
and/or emergency management exercises. Prepares reports and correspondence; assists in the 
preparation of mutual-aid agreements.  Performs related work as assigned.  

MINIMUM KNOWLEDGE, ABILITIES AND SKILLS: 

 Knowledge of the principles and practices of public administration and planning.  

 Knowledge of research and statistical methods and techniques used in public planning to include 
information technology. 
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 Ability to interpret and apply pertinent laws, rules, regulations and other program guidelines.  

 Ability to present the results of research or analysis effectively in oral, written or graphic form.  

 Ability to work effectively with the public and employees. 

 Ability to speak and write clearly and concisely. 

 Ability to maintain records and prepare reports. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




