Key Responsibilities[image: ] for Continuity of Operations
As part of your staff transition planning, use the table below to document the core duties and responsibilities of your role. This includes day-to-day functions, high-impact deliverables, and routine commitments that will require coverage if you leave the position—either temporarily or permanently.  
Your entries should reflect a comprehensive view of your work. Use your position description, performance plan, and calendar (e.g., MS Outlook) as references to help capture ongoing duties, recurring requests, and time-sensitive public health responsibilities. 
This profile will help ensure a smooth transition by identifying coverage strategies and maintaining continuity of essential public health services. 
For each responsibility, fill in the following details: 
Area of Responsibility: Describe the task, function, or project (e.g., surveillance reporting, community health needs assessments, grant management, outbreak response coordination). 
· Key duties & activities performed (e.g., major outputs, key decisions, tasks managed)  
· Special project assignments/ad hoc request for support (e.g., working groups, committee membership),  
Work Product & Tools Used: Identify the format of the final deliverable (e.g., epidemiology report, policy memo, performance dashboard) and any specialized systems used (e.g., EHR systems, GIS software, REDCap, Tableau). 
Primary Audience / End Users: Who relies on this work? (e.g., department leadership, local health boards, CDC, partner agencies, community organizations) 
Key Stakeholders: Who else is impacted by or involved in the work? Consider both internal and external partners. 
Frequency/Timing: When and how often does this occur? (e.g., weekly, quarterly, annually in August) 
Time Allocation: What portion of your time is typically devoted to this responsibility during the relevant period? 
Backup Coverage Plan: Who should take over this responsibility if you are unavailable? 
Consider: 
· A designated interim/acting staff person 
· Division of responsibilities among several staff 
· Temporary contracted support (if appropriate) 
· Deferring lower-priority tasks until the position is filled

Key Duties and Activities performed (e.g., Major Outputs, Key Decisions, Tasks Managed, Resources Managed) that will require coverage. 
	Areas of Responsibility
	Work Product and System/ Tools Used to Perform Work
	Customer/ End User
	Critical Stakeholders (partners/ collaborators)
	Timeframe
	Percent of Your Time
	If not reassigned to your Designated Backup, Reassign to:

	Community Health Report  
	Annual written report – data retrieved from system 
	Department of Health & Human Services 
	State Legislature 
	Every 
October 
	50% time Aug - Oct 
	Jane Doe 
(Assistant Health Director)
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