Washington Management Service (WMS)
Position Description

	Position Title:

Finance Operations Director
	Position Number/Object Abbreviation:

71041314

	Incumbent’s Name (If filled position):

Vacant
	Agency/Division/Unit:

DOH/Prevention & Community Health/Office of the Assistant Secretary

	Address Where Position Is Located:

111 Israel Rd SE, Olympia WA 98504
	Work Schedule:

Part Time    Full Time 
	Overtime Eligible:

Yes    No 

	Supervisor’s Name and Title:

Dan Alexanian; Acting Deputy Assistant Secretary
	Supervisor’s Phone:

360-236-3713

	Organizational Structure

Summarize the functions of the position’s division/unit and how this position fits into the agency structure (attach an organizational chart). 


	The Department of Health, Prevention and Community Health Division (PCH) works to improve the health of the people in Washington State by enhancing the health of communities through culturally sensitive programs that promote a healthy start, healthy choices, and access to services. This work requires PCH to have the largest number of contracts and grants in the agency. The position provides financial leadership and oversight of the daily fiscal activities of the division, including contracts and grants management, and budget development and monitoring. The position represents the division in the agency-wide management of finance and fiscal operations. The position supervises one fiscal staff person and reports to the PCH Deputy Assistant Secretary.



	Position Objective

Describe the position’s main purpose, include what the position is required to accomplish and major outcomes produced. Summarize the scope of impact, responsibilities, and how the position supports/contributes to the mission of the organization. 


	The Finance Operations Director (FOD) manages the daily fiscal operations of PCH, including grants and contracts management, and budget development and monitoring. The FOD provides overall financial leadership, management, and oversight for PCH’s approximately $600 million biennial division budget with funding sources of General Fund State appropriations, federal grants, local funds, dedicated funds, and interagency reimbursements. The FOD also provides oversight of the direct operating budget of the Office of the Assistant Secretary, consisting of $3 million from General Fund State and indirect funds from multiple fund sources allocated via the DOH Cost Allocation System. The FOD is expected to be fluent in fiscal reporting and possess technical and programmatic knowledge to independently design and produce customized reports that identify spending patterns and potential fiscal issues.

The primary responsibility is to plan, control, and guide the development, maintenance, and execution of the division’s resources.  The position is responsible for ensuring that sound financial directions and systems are in place for the division, all funds are managed in compliance with state and federal policies and regulations, resources can be appropriately and accurately tracked, and Office Directors have the information they need to make informed choices in resource management. These responsibilities support DOH’s mission by strategically ensuring the proper use of state and federal resources, providing strategic guidance on fiscal operation issues, and accomplishing program goals and activities that protect and improve the health of people in Washington State.



	Assigned Work Activities (Duties and Tasks)
Describe the duties and tasks, and underline the essential functions. Functions listed in this section are primary duties and are fundamental to why the position exists.  For more guidance, see Essential Functions Guidance.


	DIVISION LEADERSHIP - Serves as key contracts, grants, fiscal operations, and budget advisor to the Deputy Assistant Secretary and members of PCH’s division leadership team (DLT). 

· Maintains the highest standards of personal/professional and ethical conduct and supports the state's goals for a diverse workforce
· Sponsors, leads, and participates in continuous process improvement efforts using Lean tools and other methods
· Has delegated decision-making authority with regard to issues in contracts, grants, fiscal operations, and budget issues as assigned
· Participates as an active member of the DOH Financial Operations Group (FOG)
FINANCIAL LEADERSHIP – Leads, guides, prioritizes, and manages the development, implementation, monitoring, and maintenance of complex and daily fiscal activities for PCH.  Serves as key financial advisor for daily contracts, grants,  fiscal operation, and budget activities to the DLT. 
· Directs the construction of the division’s financial resources and proposed budget, ensuring they support the division agenda and align with the agency strategic plan
· Leads the division through its budget development process with a strategic eye to help ensure long-term needs of the division are addressed in future biennia
· Develops the process and implements a timeline to ensure he timely completion of deliverables
· Assists DLT and Program Managers in identifying their budget needs
· Directs the development of decision packages; ensures fiscal estimates are defensible and the narrative is objective and transparent
· Directs the development of products to be used in furthering the division’s budget proposal
· During legislative session:

· Directs the development of fiscal notes for the division
· Ensures fiscal estimates are defensible and the narrative is objective, transparent, and reflects the policy direction of the division and agency
· Approves fiscal notes for the division
· Directs the development of products to aid in communicating the agency’s position on the division’s budget proposal
· Implements the enacted budget, ensuring it accurately reflects the division’s planned activities
· Develops a process and timeline
· Leads the development of office and program allotments
· Directs the development of the division’s indirect rate proposal
· Prepares and administers the division’s Chart of Accounts
· Manages the monitoring and maintenance of the budget:

· Identifies tools and processes to aid DLT and Program Managers in managing their budgets and leads the development of those processes and tools
· Develops processes and timelines for the timely delivery of reports and other tools for the management of division, office, and program budgets
· Identifies the need, recommends strategic direction, and directs the implementation of adjustments to spending plans to ensure the appropriate and optimum use of financial resources and FTEs
· Ensures FTEs are managed within allotments
· Provides monthly budget and grant spending updates to DLT

· Manages the daily fiscal activities of the division and manages, via matrix reporting, division fiscal staff:
· Guides staff that perform grants monitoring and management, contracts development and management, and other fiscal activities
· Ensures division financial systems and processes are consistent, sound, and efficient
· Identifies office-level and division-wide contract, grant, and fiscal operations issues and advises DLT of solutions to address and resolve these issues
· Identifies the need for, and leads the development of, processes and protocols to ensure management of financial records for the division
· Assists programs in the development of Requests for Government/Private Funding and reviews and makes recommendations to the Deputy Assistant Secretary regarding requests
· Leads the completion of financial projects and assignments by directing the development of processes and providing strategic guidance and oversight to ensure assignments are relevant, accurate, and completed in a timely manner
CONTRACT MANAGEMENT – Administers the department and division contract process.

· Manages the development of contracts:

· Provides coordination activities, consultation, and technical assistance
· Leads the development of processes and tools to aid in the management of contracts

· Assists in resolving issues with contracts
· Identifies, assesses, and analyzes office-level and division-wide contract issues and collaborates with team members to address and resolve them
· Participates in the oversight and coordination of agency performance monitoring and resolution activities with sub-recipients and contractors
· Reviews and approves contract requests and statements of work, ensuring alignment with policy decisions and budget commitments
MANAGEMENT - Oversees and provides leadership for PCH fiscal staff.

· Manages the activities of staff that perform all aspects of PCH’s accounting, budget, contracts, and grants monitoring and management.  Supervises, coaches, and trains PCH fiscal staff and mentors others throughout the agency on financial and budget management.
· Recruits, recommends the hiring of, and retains qualified staff. Provides staff with required technical training
· Manages staff to ensure that effective human resource practices and appropriate policies are followed
· Evaluates staff in a timely way, recognizing and rewarding good performance and addressing behavior needing correction in a direct and appropriate manner. Completes timely performance evaluations and development plans for all staff.  Ensures all staff has a current position description and job analysis.

· Participates as an active member of the DLT 

PERFORMANCE MANAGEMENT 

· Establishes goals, objectives and performance measures to ensure that staff works in a manner consistent with the strategic plans of the office, division and agency
· Develops and implements a performance management system (with performance measures) for finance related operations



	Accountability – Scope of Control and Influence

	Provide examples of the resources and/or policies that are controlled and influenced.


	The FOD directs, reviews, and analyzes all aspects of the division’s daily fiscal operations and ensures compliance with state and federal regulations, policies, and procedures. This position serves as advisor to the Deputy Assistant Secretary and DLT, and assesses, analyzes, and has delegated-authority to resolve office-level and division-wide grant and contract issues.

The FOD works with Office Directors to construct the proposed divisional budget, which is the division's primary policy document. The incumbent ensures the budget complements the division and agency alignment, strategic plan, and performance measures; assists Office Directors in assessing program performance from a budget and financial perspective; and approves and oversees the execution of budgets through financial management within the division and across the offices.




	Describe the scope of accountability.


	The FOD has the primary responsibility of directing the division’s daily fiscal operations and providing accurate and reliable financial data, tools, and strategic advice to the Deputy Assistant Secretary and DLT. This information is relied on for decisions that impact the division such as re-allocation of resources, FTE allocation, and program prioritization.  This position is responsible for financial compliance and ensuring accurate and ethical use of the division’s resources.  This position requires advanced financial management skills to ensure fiscal accountability.



	Describe the potential impact of error or consequence of error (impacts unit, division, agency, state).


	The division and the agency may be negatively impacted if substantial errors are found in the fiscal management of PCH resources through state or federal audits. Poor management of the division’s resources would result in funding shortfalls which would require the elimination of program activities and staff. This in turn could lead to the state not meeting federal and state statutory requirements putting the state at further legal and financial risk. 



	Financial Dimensions

Describe the type and annual amount of all monies that the position directly controls. Identify other revenue sources managed by the position and what type of influence/impact it has over those sources.

	Operating budget controlled.


	· Provides general oversight of an approximately $600 million biennial division budget with funding sources of General Fund State appropriations, federal grants, local funds, dedicated funds, and interagency reimbursements.  Primary responsibility of the position is the implementation, execution, and monitoring of the division budget.  Level of control is oversight, with deviations and variations resulting in recommendations for divisional decision to change practices or alter activity.  This position is responsible for ensuring that these funds are managed in compliance with federal and state policies and regulations.
· Provides general oversight of the direct operating budget of the Office of the Assistant Secretary, consisting of $3 million from General Fund State and indirect funds from multiple fund sources allocated via the DOH Cost Allocation System.  For this part of the total budget, directs the development, implementation, execution, and monitoring of the budget, as well as the establishment of internal accounting requirements, allocating specific funding for specific purposes, and reviewing detailed accounting records.



	Other financial influences/impacts.


	· Directs the development, implementation, and improvement of methods for managing the multiple fund sources that contribute to the division biennial budget.  

· Ensures the division operates within allotment authority and that revenue earnings are adequate to offset financial needs.  Identifies the need for and recommends adjustments as necessary.

· Working with the Division Policy, Legislature and Rules Director, develops biennial and supplemental decision packages (DPs) for adequate funding and FTE to carry out business plans; and develops DPs and/or other descriptive materials to explain the impact on program activities from funding reductions. Releases Fiscal Notes and DPs for the division ensuring that the fiscal portions are correct and reflect the policy direction of the division and agency.
· Approves capital equipment purchases for the division
· Makes approval recommendations to the Deputy Assistant Secretary for External Funding Requests.  



	Supervisory Responsibilities

	Supervisory Position: Yes    No 
If yes, list total full time equivalents (FTE’s) managed and highest position title.
Manages 1.0 FTE (Position not yet created but likely an HSC-4 or MA5)


	Decision Making and Policy Impact


	Explain the position’s policy impact (applying, developing or determining how the agency will implement).


	The FOD manages the division’s daily fiscal operations ensuring compliance with state and federal financial policies and procedures.  It also develops policies and procedures to address emergent fiscal operations issues. 



	Is the position responsible for making significant recommendations due to expertise or knowledge? If yes, provide examples of the types of recommendations made and to whom. 


	This position is responsible for making significant recommendations based on expertise and knowledge to the Deputy Assistant Secretary, DLT, and program staff on division fiscal operations issues.  Examples include performing the analysis and recommending the division indirect cost rate as well as interim adjustments to the rate; the redirection of funds; and changes to financial coding.



	Explain the major decision-making responsibilities this position has full authority to make.


	This position advises the Deputy Assistant Secretary regarding reprogramming of resources between sub-elements of the division, and develops and manages the division’s indirect cost pool and recommends adjustments to the division’s indirect rate as needed.  This position also assigns, controls, monitors, reviews and directs the work of division fiscal staff. The position has the authority to approve financial matters relating to the Office of the Assistant Secretary, as defined by the position’s approved signature authority matrix (e.g., equipment procurement requests; federal and local appropriation requests; facilities requests; Contract Processing Action Requests (CPAR); etc.) This position also assigns, leads, monitors, and reviews the work of OAS financial staff.     



	Describe whether decisions are of a tactical or strategic nature and how decisions are made. For example, is there known precedent, is it somewhat unfamiliar, or unknown and unexplored?


	This position makes both tactical and strategic decisions regarding fiscal management and resource allocation.  Resource planning for this division requires skills using historical data and best judgment to plan for adequate funding and staffing.  This position must make decisions based on analysis and devise strategies for resource planning and/or redirection in the event that funding is not available due to unknown actions or when actions are not clear.  Each fiscal year requires a different tactic to organize and manage resources. This position must also understand and apply the policies and procedures of the agency and the Office of Financial Management, as well as ensure compliance with federal and state regulations for financial management.



	What are the risks or consequences of the recommendations or decisions?


	PCH depends on the FOD to provide sound financial data and advice to the DLT, program managers, staff, and the agency’s financial office.  The consequences of inaccurate information or recommendations could affect the division’s ability to meet business needs and could put programs at risk of not meeting federal and state requirements.    



	Qualifications – Knowledge, Skills, and Abilities 
List the education, experience, licenses, certifications, and competencies.

	Required Education, Experience, and Competencies.


	Education

· Bachelors degree in Business, Accounting, Finance or closely allied field 

Experience

· Five years of progressive experience in budget and financial management in the public sector
· Two years experience in a supervisory position
· Proficient in Microsoft Office products (Word, Excel, Outlook, and Powerpoint)
· Knowledge of financial management principles and practices; state administrative and fiscal policies and procedures; budget development, preparation, allocation, and tracking; grant management; strategic planning; effective communication methods; human resource planning, evaluation, and management principles; and performance management
Competencies

LEADERSHIP:
1. Know Yourself:  Demonstrates self awareness, self management and continual growth and learning.   A person who knows themselves is able to identify their thoughts, feelings, and wants and then effectively put them into words in the moment.   They are aware of their patterns, strengths and limitations and they seek feedback and knowledge to continually learn and grow from their experiences.  

2. Understand Others:  Demonstrates interpersonal awareness and the ability to be inclusive.   A person who understands others knows that everyone has their own experience of any given situation.  They seek to understand all perspectives and leverage the generative nature of differing opinions and experiences so that outcomes are of the highest quality.

3. See the Whole:  Demonstrates organizational and political awareness, relationship building skills, and effective decision making.  A person who sees the whole understands how the agency is connected in vision, mission and function.  They are able to balance state government, DOH, PCH, and stakeholder interests to make effective decisions as well as champion decisions that have been made.   They know the importance of relationships in understanding all perspectives and demonstrate effective group behaviors. 

4. Create an Environment of Success:  Demonstrates the ability to integrate performance leadership into program activities, provide coaching and mentoring for improved success, provide personalize recognition and celebrate successes, and displays characteristics of interpersonal influence.  A person who creates an environment of success is able to clearly articulate their vision and expectations to their team and garner commitment.  They ensure accountability and continued success through feedback, coaching, and recognition.  They diligently apply the PLAN, DO, CHECK/STUDY, ACT methodology to ensure that activities are effective and efficient.    

5. Model the Way:  Demonstrates ethics and integrity, consistently walking their talk.  A person who models the way is highly credible.  They do what they say what they are going to do and then they do it. And they consistently set the example by aligning their personal actions with shared values.

Leadership skills
· Manages crises, urgent issues and deadline driven projects
· Identifies and manages ‘predictable surprises’ through strategic planning, relationship building and engagement with partners (federal and state) and staff
· Establishes, maintains and strengthens relationships with partners at all levels

· Acknowledges staff on an ongoing basis and provide timely feedback and recognition

· Supports staff and holds them accountable in their decision making and actions

· Supports leaders and colleagues by providing timely and accurate information, feedback, and decision making support
· Strong written and verbal communication skills; negotiation; leading, coaching, and directing staff, conflict resolution, good judgment, analysis and problem solving, effective prioritization skills, managing many complex project simultaneously, customer service, and strong interpersonal skills
DECISION MAKING:  Identifies issues and develops analyses of alternative positions and impacts.  Makes data driven, defensible recommendations.  Takes calculated risks based on logical rational decision making processes.  Makes timely/responsive decisions.  Assumes responsibility for decisions made.  Involves others appropriately in decision making processes.

STRATEGIC, FINANCIAL, AND PROJECT PLANNING:  Aligns activities and resources with the mission and strategy of the organization.  Uses knowledge and understanding of the organizational and political climate to make decisions and take actions that satisfy diverse interests and contribute effectively to organizational goals.  Plans for change and is prepared for surprises.  Sets priorities using processes to reinforce group commitment.  

FISCAL ACCOUNTABILITY:  Responsibly and accurately handles the public’s money when processing financial transactions and/or committing fiscal resources. Consistently follows applicable fiscal guidelines, regulations, principles, and standards.

COMMUNICATION: Demonstrates ability to communicate complex technical topics to diverse audiences.  Strong written and oral skills.  Effectively conveys ideas and information in writing using language that is appropriate to both the complexity of the topic and the knowledge and understanding of the reader.

ACCOUNTABILITY: Is highly reliable and dependable. Accepts personal responsibility for the quality and timeliness of work. Can be relied upon to achieve excellent results with little need for oversight.

ADAPTABILITY/FLEXIBILITY:  Adapts easily to changing business needs, conditions and work responsibilities. Adapts approach, goals, and methods to achieve successful solutions and results in dynamic situations.

CUSTOMER SERVICE ORIENTATION:  Consistently demonstrates to customers an interest in them and in solving their problems.

ABILITY TO WORK AS A TEAM:  Able to build rapport with others and function as an effective team member.  Demonstrates respect for others’ perspective and needs.  Takes the initiative to learn about others’ functions and duties outside of core areas of responsibility in order to fill in for colleagues as needed. 

CULTURAL COMPETENCY:  Models and facilitates the development and integration of cultural, ethnic, and gender sensitivity and competence. 
COACHING & MENTORING:  Actively partners with co-workers to provide them with information, techniques, instruction, feedback and encouragement to maximize their success on the job. 
QUALITY IMPROVEMENT:  Applies quality improvement tools to improve efficiency, accuracy and overall quality.



	Preferred/Desired Education, Experience and Competencies.


	· A Bachelor’s degree in public health, health care administration, public or business administration, or allied field and four years of professional management or consultative experience in a health services program
· Five years budget management experience for at least a $44 million per biennium program budget with multiple fund sources within the public sector
· Two years experience managing a budget at a division level in the public sector of approximately $530 million per biennium
· Three years experience as a Senior Budget Analyst within a centralized agency Budget Office
· Three years experience supervising fiscal staff

Competencies

· Skilled in management, supervision and positive motivation of staff 

· Ability to recruit, select and retain skilled, motivated and diverse staff
· Develops and positions staff to meet existing and future requirements  

· Skilled in providing effective coaching and feedback



	Special Requirements/Conditions of Employment

List special requirements or conditions of employment beyond the qualifications above.

	


	Working Conditions

	Work Setting, including hazards: 
	Must be willing to work in a smoke-free, drug-free, alcohol-free, scent neutral environment (campus). 

	Schedule (i.e., hours and days): 
	Hours generally Monday through Friday.
Must be willing to work in excess of 40 hours per week including evenings and weekends to meet critical deadlines.  


	Travel Requirements: 
	This position may require travel at times.

	Tools and Equipment: 
	This position requires sitting and standing for extended periods, as well as working at a computer most of the workday.

	Customer Relations: 
	This position is required to meet frequently with internal and external stakeholders in a variety of settings.

	Other: 
	Must be willing to work in a frequently stressful environment with multiple assignments and competing priority deadlines. Must be willing to assist other staff as needed and assigned, and provide support to the division and agency as needed in the event of an emergency.


	Acknowledgement of Position Description

The signatures below indicate that the job duties as defined above are an accurate reflection of the work performed by this position.

	Date:


	Supervisor’s Signature (required):



	Date:


	Appointing Authority’s Name and Title:

Signature (required):



	As the incumbent in this position, I have received a copy of this position description.

	Date:


	Employee’s Signature: 




Position details and related actions taken by Human Resources will be reflected on the Position Evaluation Summary form.
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