CLASSIFICATION: PLANNING ANALYST (PROGRAM COORDINATION)
Class Code: 6964-24 Date Established: 05-18-77
Occupational Code: 7-1-6 Date of Last Revision: 7-17-15
Exempt Status: Non-Exempt

BASIC PURPOSE: To coordinate the collection and reporting of statistical and financial data including
the evaluation and analysis of summaries and reports for use in health and social service planning,
assessing program performance and the establishment of management priorities.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:

® Recommends goals, strategies and delivery systems for health and social service programs
based on available data and information.

® Coordinates planning and research projects and recommends policy changes based on
findings.

® Monitors and assesses program performance relative to stated goals and objectives.

® Compiles, analyzes and interprets planning documents in order to develop state planning
recommendations.

® Supervises the scheduling and monitoring of contract payments.

® Designs and monitors performance tracking measures.

® Supervises, reviews, verifies and evaluates the work of subordinate staff.
® Develops and processes rule-making as required for the assigned agency.

® Formulates statistical trend analysis to identify service utilization and other trends.

DISTINGUISHING FACTORS:

Skill: Requires skill in developing formats and procedures for special applications OR in investigating
and reviewing the use of equipment and data for a specialized function.

Knowledge: Requires logical or scientific expertise to resolve problems of a specialized or professional
nature in a wide range of applications.

Impact: Requires responsibility for achieving major aspects of long-range agency objectives by
planning short- and long-term organization goals, reviewing recommendations for procedural changes,
and developing or revising program policies. Errors at this level result in incorrect decisions at an
administrative level, and are detected subsequent to implementation in an overall evaluation process.

Supervision: Requires partial supervision of other employees doing work which is related or similar to
the supervisor, including assigning job duties, providing training, giving instructions and checking work.

Working Conditions: Requires performing regular job functions under good conditions in a safe
working environment.

Physical Demands: Requires light work, including continuous walking or operating simple equipment
for extended periods of time as well as occasional strenuous activities such as reaching or bending.
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Communication: Requires summarizing data, preparing reports and making recommendations based
on findings which contribute to solving problems and achieving work objectives. This level also requires
presenting information for use by administrative-level managers in making decisions.

Complexity: Requires evaluating a combination of wide-ranging job functions to determine work
procedures, to solve problems, and to reach conclusions by applying analytical, technical, or scientific
thinking. This level also requires planning policies and long-term strategies, drawing conclusions based
on available criteria, and evaluating the effectiveness of program objectives.

Independent Action: Requires objective assessment in analyzing and developing new work methods
and procedures subject to periodic review and in making decisions according to established technical,
professional or administrative standards.

MINIMUM QUALIFICATIONS:

Education: Master's degree from a recognized college or university with a major study in health care
administration or public administration, or related policy development field.

Experience: Three years' professional experience in a planning capacity at the state or local level in
the area of program development, coordination or plan development. Each additional year of approved
work experience may be substituted for one year of required formal education at the graduate level only.

License/Certification: Possession of a valid driver's license and/or have access to transportation for
statewide travel.

RECOMMENDED WORK TRAITS: Knowledge of the principles and practices of the service delivery
systems of the State of New Hampshire. Knowledge of planning principles necessary to plan, develop
and assess the performance of a variety of programs. Ability to innovate and initiate new programs
concepts and to detect and define problem areas, objectives and justification of research endeavors.
Ability to communicate effectively on an inter-disciplinary level. Ability to write effectively for
administrative and professional purposes as well as to inform the general public. Ability to relate
tactfully with all levels of management, governmental officials and the general public and to evaluate
ideas and exercise good judgment in making decisions. Ability to establish and maintain harmonious
and effective working relationships with public officials, health agencies and the general public. Must be
willing to maintain appearance appropriate to assigned duties and responsibilities as determined by the
agency appointing authority.

DISCLAIMER STATEMENT: This class specification is descriptive of general duties and is not intended
to list every specific function of this class title.



