
DEPARTMENT OF CHILDREN AND FAMILIES 
JOB OPPORTUNITY 

 
HEALTH PROGRAM ASSISTANT 2 - TM4405CO 

Full time (Monday through Friday) - 1st Shift 
 

PLEASE FOLLOW THE SPECIFIC APPLICATION FILING INSTRUCTIONS AT THE BOTTOM OF THIS PAGE! 
 
Open To: The Public 
 

Location: Central Office - 505 Hudson Street, Hartford, CT 06106 with assignment to Area Offices. 
 

Hours: 37.50 Hours Per Week 
 

Salary: $52,916.00 - $70,054.00 (Annually) 
 

Closing Date: January 10, 2012 
 
Job Posting No.: # TM4405CO  
 
Purpose of Class: In a state health program or project, this class is accountable for compiling and interpreting fiscal and programmatic 
data and statistics, developing and implementing program plans and monitoring and evaluating a state health program or project for the 
purposes of quality assurance and compliance with State and Federal laws. 
 
Examples of Duties: As with all jobs in the generic health program series the exact duties vary considerably depending on the nature 
of the program and the current stage in its life cycle. Typical examples of work performed at this level include: 
assists in the preparation of sections of state health plans or special federal or state program plans; gathers fiscal, programmatic, 
census and other kinds of needed data from complex calculations and interpretations; reviews program grants requests and monitors 
fiscal and programmatic performance of grants using agency regulations and guidelines; monitors programs using site visits when 
necessary; assists in the preparation of program objectives and evaluation of program results; prepares information for public 
distribution; may serve as staff to a task force or committee; may answer general informational questions for the public; may serve as a 
liaison between the program or project and specific people or organizations for the purpose of keeping information flowing; may assist 
in epidemiological investigations; performs related duties as required. 
 
Minimum Qualifications Required Knowledge, Skill and Ability: Knowledge of purposes, plans, objectives and programs of public 
health agencies including the changing patterns of preventive medicine and environmental health; knowledge of the changing aspects 
of socio-medical philosophies; knowledge of state and community organizations and programs involved in the field of health; 
considerable oral and written communication skills; interpersonal skills; ability to conduct independent research, develop and gather 
data.  
 
General Experience: Six (6) years of experience in a professional capacity in a health organization. 
 
Special Experience: One (1) year of the General Experience must have been in health care program administration, a health systems 
agency or other health care organization involving grant writing or monitoring, formal program planning, development or management, 
consultation or related responsibilities at or above the level of Health Program Assistant 1. 
Note: A health care organization is defined as a large multi-dimensional agency with responsibility for developing health programs. 
 
Substitutions Allowed:  

1. College training may be substituted for the General Experience on the basis of fifteen (l5) semester hours equals six (6) 
months of experience to a maximum of four (4) years for a Bachelor's degree. 

2. A Master's degree in public health, health education, hospital administration or public administration may be substituted for 
one (1) additional year of the General Experience. 

3. For State Employees one (1) year as a Health Program Assistant 1 may 
 
Special Requirements: Incumbents in this class may be required to travel. 
 
Note: The filling of this position will be in accordance with reemployment, SEBAC, transfer, promotion and merit employment rules.   
 
Application Instructions Interested applicants must submit a CT-HR-12 (State Application), resume, letter of intent and three (3) 
letters of professional references from current and/or previous supervisors to Bernice Morgan at the address indicated, referencing 
position # TM4405CO  State employees must submit two most recent performance appraisals in lieu of references.  Interested 
candidates must have taken and passed the exam administered by the Department of Administrative Services.  
 
 

DEPARTMENT OF CHILDREN AND FAMILIES 
Bernice Morgan - HUMAN RESOURCES 

505 Hudson Street 
Hartford, CT 06106 
FAX: 860-550-6433 

 

 
 
 
 
 
 
 

AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER 
The State of Connecticut is an equal opportunity/affirmative action employer and strongly encourages the applications of women, 

minorities, and persons with disabilities. 


