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N
VITAL STATISTICS PROGRAM ANALYST

DESCRIPTION:  Under limited supervision plans and coordinates the development and revision of statutes, regulations, policies and procedures within the Vital Statistics Division of the Department of Health.  The work is accomplished through research, review, analysis and evaluation of existing and new laws and regulations.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed nor do the listed examples include all the duties that may be assigned.)

Develop and recommend legislation and regulations to update and improve the efficiency and clarity of the Nebraska Vital Statistics regulations.

Track legislation, prepare testimony, review fiscal notes and prepare impact statements on newly introduced bills.

Coordinate division training within and outside of the Department.

Review and analyze federal regulations, state laws, and their administrative requirements to formulate appropriate policies, procedures and interpretations.

Write reports, position papers, impact statements and related documents in order to formulate policy material to cover specific areas of vital statistics by conducting research and meeting with agency staff, representatives of public agencies and law enforcement personnel.

Initiates and implements new procedures and policies to improve delivery of information by facilitating outside groups to gain cooperation and agreement.

Writes, presents and submits program and administrative reports, information summaries and position papers to Departmental officials to document program activities and research findings and propose recommendations

Interprets vital records registration laws and regulations.

Confers with and provides technical assistance to the public, funeral directors, medical records personnel, county attorneys, county judges and clerks of district courts relative to requests for information or clarification of laws and regulations.

Responds to public and provider requests related to statutory issues regarding registration, filing and issuance of vital records and associated documents.

VITAL STATISTICS PROGRAM ANALYST (continued)
FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  major state and federal regulations governing the maintenance and release of vital statistics; source material and guidelines for resolving problems not covered by precedent or established policies; agency regulations, policies and procedures.

Ability to:  establish and maintain an effective working relationship with the general public, agency contacts and public officials; compile and organize data and recommendations into technical and programmatic reports, policy and procedures; interpret and apply agency policies, technical directives, federal law and state statutes to existing processes and practices.

Skill in:  using tact and sensitivity in working with confidential information; advising state and local providers and officials on vital statistics policies and procedures.

ENTRY LEVEL KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  principles and practices of public administration; methods and techniques of program evaluation; office procedures and practices

Ability to:  present complex information to various groups and individuals; analyze state/federal legislation and/or regulations pertinent to vital statistics and prepare clear and concise written summaries; write and edit reports and information articles; communicate effectively with program representatives, staff and the public who represent a wide variety  of viewpoints and perspectives; identify the vital elements of and evaluate solutions to a program issue or operational problem.

Skill to:  plan and implement programs and systems that conform with federal and state laws and regulations; develop and research alternative problem solving strategies.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, abilities and skills.  A general qualification guideline for positions in this class is post high school coursework/training in:  management, personnel or business administration  AND experience in working with federal and state laws, regulations, policies and procedures and program evaluation or equivalent.  Demonstrated experience in working directly with the public and/or providers.  Experience in working with legal documents and research helpful.  Prefer individuals who have direct experience working in vital records registration procedures or related systems.

