Washington Management Service (WMS)
Position Description

	Position Title:

Administrative Operations Supervisor
	Position Number/Object Abbreviation:

71031204

	Incumbent’s Name (If filled position):

     
	Agency/Division/Unit:

DOH/Emergency Preparedness and Response

	Address Where Position Is Located:

101 Israel Rd. Tumwater, WA 98501
	Work Schedule:

Part Time  FORMCHECKBOX 
   Full Time  FORMCHECKBOX 

	Overtime Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Supervisor’s Name and Title:

Lori Van De Wege; Deputy Chief of Administrative Operations
	Supervisor’s Phone:

360-236-4064

	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 Emergency Preparedness and Response (EPR) program ensures the agency and its local health, tribal, and medical partners are better prepared to respond to and recover from public health emergencies, major disasters, and terrorist activities that affect the health of the people of Washington State.  The EPR program resides under the purview of the Deputy Secretary of Public Health Operations and is overseen by the Chief of Emergency Preparedness and Response.  This position will report to the Deputy Chief of Administrative Operations within the EPR program.


	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 Administrative Operations Supervisor will be responsible for managing the daily fiscal operations of EPR, including grants and contracts management, and budget development and monitoring.   They will also provide guidance to staff that secure funding through successful grant applications; negotiate, maintain, and monitor contracts; build budgets and spending plans; conduct sub-recipient monitoring of contracted partners; and provide oversight to program and fiscal audits.  



	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.


	Duty: 

Supervise two HSC3 and one HSC2 positions to enable them to grow and succeed through feedback, instruction, and encouragement. Structure and direct others’ work on projects and tasks.
Tasks include: 

· Coach staff regardless of performance level.  Share specialized approaches and skills that will create capabilities.

· Help staff identify key goals and use their talents to achieve those goals.  Sees others’ potential and strengths, and works to build them.

· Takes time to observe behaviors that contribute to or detract from others’ success.  Highlights performance strengths and weaknesses by giving factual, specific, non-judgmental feedback.

· Creates a positive work environment where all staff are motivated to do their best.

· Links program and agency mission, vision, values, goals, and strategies to everyday work.

· Sets clear, meaningful, challenging, and attainable group goals and expectations that are aligned with those of the organization.

· Ensures needed resources and skill sets among staff are available.  Averts scope creep.

· Evaluates progress and success against performance standards.  Appraises and resolves deficiencies and challenges.  

· Ensures deadlines are met and keeps stakeholders informed of project/program status.
Duty: 

Ensure completion of program priority projects to include grant applications, contract negotiations, budget completion, audits, and tracking of all outcomes and outputs.
Tasks include: 

· Provide guidance to grant application process.  Review all documents for accuracy and completeness to secure continued grant funding.

· Provide guidance to fiscal staff to complete accurate budget documents for grant applications, and developing agency spending plans.

· Track program spending on a monthly basis; make recommendations to leadership team to ensure appropriate and efficient spending of federal funds.

· Assist contract specialists in negotiating 80+ contracts with local health jurisdiction, tribes, state agencies, and state level partners according to grant timelines.

· Act as the primary contact for auditors during program and fiscal audits.  Work closely with internal agency auditors for a successful completion of the entire audit process.

Duty: 

Participate in DOH response activities.
Tasks include: 

· Obtain training to fill a role within the agency Incident Management Team (IMT).

· Participate in exercises to test and strengthen skills related to the IMT role(s).

· Participate in any activation of the agency IMT to respond to incidents with a public health or medical impact.


	Accountability – Scope of Control and Influence

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


	This position will be responsible for monitoring all fiscal aspects of EPR and providing the EPR Executive Team with recommendations on budgets, spending plans, use of unspent and carry-over funding, and contract management.  This position will also coordinate with the agency internal auditors during fiscal and program audits initiated by either the State Auditor’s Office or our federal partners, and make recommendations for corrective actions to the EPR Executive Team.



	Describe the scope of accountability.


	This position has primary responsibility in providing accurate and comprehensive financial advice to the EPR Executive Team.  This expertise is heavily relied on for business decisions impacting the agency.  This position is responsible for ensuring accurate, ethical, and timely reporting of all financial activities and for managing audits and resolving any audit findings. 


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


	The EPR program is dependent on the successful completion of grant applications.  The entire agency may be negatively impacted if substantial errors are found through audits by the State Auditor’s Office or federal program audits.  This position will work closely with our external partners and maintaining a positive perception of our business, and our agency, is important to our continued success.  


	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.


	· The current operating budget for this program is $25 million, through five funding streams.  Under normal situations the program operates on approximately $16 million, under two funding streams.


	Other financial influences/impacts.


	· This position is responsible for recommending allotments to the EPR Executive Team, and ensuring the program is not overspent.
· This position will manage the process for recommending re-allocation of unspent funding, as well as any carry-over funding available.


	Supervisory Responsibilities

	Supervisory Position: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

If yes, list total full time equivalents (FTE’s) managed and highest position title.

This position will directly supervise a unti that includes 2 HSC 3, and 1 HSC 2.  They will also provide direction to support staff to ensure work is completed in an accurate and timely manner.


	Decision Making and Policy Impact


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


	This position will recommend changes to program specific budget, contractual, and system implementation policies.  This position is a member of the EPR Leadership Team and will work closely with the Response Operations Supervisors to coordinate work outlined in the grant applications gets completed. 


	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 will make recommendation to the EPR Executive Team on developing strategies for managing available funding with short deadlines; devising policy recommendations regarding audit processes; developing partner communications regarding all administrative functions; developing innovative contracting processes to accomplish program objectives.  


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


	This position will have the authority to manage the day-to-day fiscal operations of the program.  This includes communicating with contracted partners; allowing expenditures that are allowable and allocable under the grant application; and interpreting federal guidance to administer the program.


	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?


	Decisions are both tactical and strategic.  Day-to-day tactical decisions will be made to ensure the program operates within the limitations of the funding awarded.  This position will contribute to strategic program decisions as part of the EPR Leadership Team.


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


	EPR depend on this position to provide sound financial data and advice to the leadership team and program staff.  Incorrect tactical decisions regarding grant applications, budgets, and contracting processes will impact the agency’s ability to secure federal preparedness funding and may lead to audit findings and questioned costs.


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

	Required Education, Experience, and Competencies.


	Bachelor’s degree in Business, Accounting, Finance or closely allied field.
Two years demonstrated experience leading teams, or supervising staff with successful outcomes

Five years of professional experience developing budgets, negotiating contracts, monitoring expenditures and other fiscal components of a program

Strong working knowledge of federal grant processes, audit requirements, budget development, and contract management




	Preferred/Desired Education, Experience and Competencies.


	Master’s degree in public or business administration, or allied field
Five years of demonstrated experience with increasing responsibility in supervising  staff

Two years of demonstrated experience in emergency response activities to include completion of the FEMA Incident Command System courses ICS100; ICS200; ICS300


	Special Requirements/Conditions of Employment

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


	Willingness and ability to work extended hours or occasional weekend/evening hours.  Willingness and ability to travel within, and out of state.  



	Working Conditions

	Work Setting, including hazards: 
	Postiion's assigned duty station is in Tumwater, WA.  Generally work is performed indoors in an office environment.  If activated as a member of the IMT, working conditions will vay depending on the reporting location.

	Schedule (i.e., hours and days): 
	Position is overtime exempt.  Incumbent is expected to schedule their time within a typical 40-hour work week.  However, this position is expected to adjust schedule and work additional hours as needed to meet business requirements, demands, and deadlines.

	Travel Requirements: 
	Some in state, and out of state travel may be required based on the business needs.

	Tools and Equipment: 
	Office duties require use of standard office furniture and equipment.  Equipment and resources will be assigned in the case of an IMT deployment.

	Customer Relations: 
	Postion requires frequent contact with customer - both internal to the agency and across the state.

	Other: 
	     


	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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