Washington Management Service (WMS)
Position Description

	Position Title:

Deputy Director, Central Services
	Position Number/Object Abbreviation:

70094596

	Incumbent’s Name (If filled position):

     
	Agency/Division/Unit:

DOH/EPH/ODW

	Address Where Position Is Located:

243 Israel Rd. SE, Tumwater WA 98501
	Work Schedule:

Part Time  FORMCHECKBOX 
   Full Time  FORMCHECKBOX 

	Overtime Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Supervisor’s Name and Title:

Clark Halvorson, Director
	Supervisor’s Phone:

360-236-3110

	Organizational Structure

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


	This position reports to the Office Director for the Office of Drinking Water, and is responsible for managing the office's Central Services Team, overseeing five sections (Water Quality& Data Management, Communications and Outreach, Fiscal/Contracts, State Revolving Loan Program, and Grants and Loans, Policy and Constituent Services, and Drinking Water Capacity) that span multiple statewide program and service areas of the drinking water program that apply to over 4,200 Group A and 13,000 Group B public water systems. 

The position directly supervises three WMS managers, one Environmental Engineer-5 supervisor, one Commerce Specialist-3 Supervisor who collectively supervise 26 staff including one unit supervisors. The position also directly supervises the work of two staff (AA-3 and ES-5) responsible for human resources, compliance, Information Management performance and priority tracking, and other Central Services activities. This team manages the Office's $130 million biennial capital and operating budget, over $800 million in drinking water infrastructure loans, 105.5 FTE allotments, and all associated financial programs.

The Deputy Director for Central Services is a member of the office's Leadership Team and the Executive Management Team. This position acts as the Office Director in the director's absence with full decision-making authority.



	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 main purpose of the position is to direct and oversee the work of Drinking Water Central Services in carrying out the safe drinking water program so that citizens in Washington have safe and reliable drinking water no matter where in the state they live, work, and play. The position is responsible for ensuring Central Service sections and programs develop and implement state and federal drinking water requirements to achieve the office's mission, and retain the department's primacy agreement with U.S. EPA.


The position oversees the office's Central Services efforts and activities specifically including response to drinking water emergencies; water quality program implementation; legislative, policy, and rule development; public disclosure, compliance; communication and outreach; the federal drinking water infrastructure State Revolving Fund (SRF) program and state and federal cultural and historical reviews of infrastructure projects; and ensuring sound data management, access, and reporting. The Deputy Director also ensures federal financial reporting is done accurately and on time, coordinates federal oversight review of program activities; leads the development of and provides expert advice for budget planning in office-wide performance management issues; develops strategies, conducts research, formulates recommendations  and coordinates implementation of strategic and long-range planning activities such as office-wide strategic and financial planning.

The Office's budget is unique not just because of its size but also its complexity. The drinking water program has close to 300 dedicated fees, federal grants that cross multiple biennia, the federal State Revolving Fund (SRF) capital loan program (with a 20% state match) that carries with it multiple operational set­asides that are percent-targeted for specific elements of the program, as well as state capital monies for drinking water projects that are contracted through the department.

This position contributes to the Department's and Office's missions by providing leadership,  accurate, useful information and analysis for sound financial and strategic program decision making, ensuring a plan, do, check, act approach to performance management, and maximizing the use of resources to ensure safe and reliable drinking water.



	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.


	The position directly supervises three WMS managers, one Environmental Engineer-5 supervisor, one Commerce Specialist-3 Supervisor who collectively supervise 26 staff including one unit supervisors. The position also directly supervises the work of two staff (AA-3 and ES-5) responsible for human resources, compliance, IT related issues, and other Central Services activities.  Includes recruiting, making hiring and disciplinary recommendations, supervising, mentoring, developing, training, and evaluating and holding staff accountable for performance.

Oversee and supports the office's response to various types of emergencies affecting public water systems to ensure excellent, timely responses and pro-active, plain talk communication to customers and others that need to know about the emergency. Make certain that staff carry out the office's protocol for handling health advisories and that staff follow agency and office direction on media and risk communications associated with the response. 

Manage and oversee all human resource paperwork of the office statewide - ensuring all required steps are met and forms submitted, and completed according to agency policy and procedures.

Represent the ODW Director on all staff grievances, corrective action or disciplinary issues, and sensitive/confidential   personnel matters.

Oversee Central Services development, implementation and technical support to the regional offices on water quality programs and compliance activities to ensure state and federal safe drinking water regulations are consistently met.

Ensure consistent statewide approaches to meeting public disclosure requirements - developing and ensuring proper processes are followed when a request spans the entire office.

Provide opportunities to get internal input and seek external input from water utilities, local health and other stakeholders during rule and policy development for new federal and state drinking water rules.

Provide leadership to the office's Finance Manager in developing the budget; monitoring spending plans, oversee the timely processing of contracts and payments, and ensure that agency policies and procedures are followed.

Develop and set Central Services Team priorities, and allocate, manage and shift staff and other resources to ensure performance expectations are met.

Participate in the office's efforts to develop, track progress and update regularly its strategic plan taking into account short-term and long-term strategies that focus on highest priority activities and define and help the office achieve success in carrying out its mission. Work with the Executive Management Team and Finance Manager to develop and refine the office's financial business plan.

Track progress on office performance measures and use data to continuously improve program performance.

Participate at the Agency level on Information Management Teams to ensure drinking water IT priorities are met and oversee the work done by the agency IT team assigned to the division and office.  Ensure that U.S. EPA drinking water funding for IT is audit-accurate and spent on the drinking water projects and i infrastructure required to retain our federal funding and primacy with U.S. EPA.

Oversee staff activities related to state and federal Drinking Water Infrastructure grants, loans and initiatives, including the State Revolving Fund loan program.  Develop and maintain a statewide rating and ranking system that targets sustainable projects that address present or prevent future violations of health-based drinking water standards. Ensure projects meet all requirements such as cultural and historic review before receiving funds, and that all associated reporting are timely and accurate.

Work with the deputy director for operations to develop and maintain cooperative team-oriented working relationships between staff in Central Services and staff on the Operations Team.

Ensure strong links between the DW capacity development work and the compliance activities of Central Services - particularly with operator certification enforcement actions and with training and outreach activities and materials.

Lead the Central Services management team creating an open environment to discuss issues on existing and new emerging issues, new data or assessment information that puts into question how we do business. Set priorities for what the team will focus on to help the office be out in front of issues and garner support and alignment for agency. Division and office initiatives and decisions. Actively participate on the office's executive management team and office's Leadership Team, contributing to high-level policy and direction decisions.

Collaborate internally to develop work products that are useful, accurate and appropriate. Approve development and implementation of specific technical and administrative procedures necessary to ensure Central Services work is carried out uniformly and consistent with regulations and department policies (e.g. Directive Memorandums).

Collaborate with other state agencies to ensure our needs/requirements are met, and that impacts to other agencies are considered and decisions made jointly when appropriate.   (Agencies include the Department of Ecology and the Department of Transportation Utilities and Transportation Commission, etc.)

Evaluate and make recommendations to the director and executive management team about office business practices with internal and external customer quality improvement practices as the focus. Follow up to ensure improvements are implemented and customers are getting what they need.

Represent the office/agency with local and state elected officials, with state and federal agencies, and on state and national workgroups and committees as directed.

Working with the office director, participate in national policy development for drinking water programs; present and share Washington State information with other states and U.S. EPA.



	Accountability – Scope of Control and Influence

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


	This position reports to the Office Director for the Office of Drinking Water, and is responsible for managing the office's Central Services Team, overseeing five sections (Water Quality& Data Management, Communications and Outreach, Fiscal/Contracts, State Revolving Loan Program, and Grants and Loans, Policy and Constituent Services, and Drinking Water Capacity) that span multiple statewide program and service areas of the drinking water program that apply to over 4,200 Group A and 13,000 Group B public water systems. 

This position is highly influential in negotiating agreements with U.S. EPA, developing office wide policies, setting priorities and allocating resources for all areas of the drinking water program.

The deputy is directly responsible for setting priorities and allocating resources for all Central Services work. The position requires a high level of strategic planning, independent management judgment, political sensitivity, and technical expertise.

This position is responsible for ensuring appropriate and timely response to drinking water emergencies and hot topics or emerging issues.

The position is directly accountable for managing, directing, and controlling policy and rule development, implementation of central service programs (e.g. water quality), and ensuring compliance, public disclosure, and human resource actions are applied consistently, accurately, and that agency protocols are met.

The position is independently responsible for directing, and ensuring Central Service documents are written in plain talk, and are vetted and approved in accordance with state executive correspondence guidelines, agency, division, and office protocols.  



	Describe the scope of accountability.


	The position directly supervises three WMS managers, one Environmental Engineer-5 supervisor, and one Commerce Specialist-3 Supervisor who collectively supervise 26 staff including one unit supervisors. The position also directly supervises the work of two staff (AA-3 and ES-5) responsible for human resources, compliance, Information Management performance and priority tracking, public disclosure requests, and other Central Services activities. 

This position's scope of accountability is far-reaching; directly accountable for managing, directing, and controlling over 10 specific programs within Central Services and a multitude of activities including:

•
Water quality Section programs and activities: Surface Water Treatment Rule, Groundwater  Rule,  Groundwater Under the Influence of Surface Water, Lead and Copper Rule, Cross Connection Control, Consumer Confidence Reporting, Laboratory Certification, etc.

•
Emergency Response Coordination and Communications (particularly health advisories, and potential emergencies)

•
Centralized financial management for budget and accounting.

•
State Revolving Loan Program development and implementation

•
Grants and Loan underwriting

•
Information  management

•
Compliance and coordination

•
Outreach and training

•
Human Resource administrative processes and paperwork

•
Public disclosure (office-wide and Central Services specific)

This position is a core member of the office's executive management team, and acts as office director in the director's absence with full decision-making and signature authority.

This position is relied on by the office director to broker solutions when tough issues arise. These issues may involve legislators and local elected officials. Often the issues involve other agencies or areas within the department. The deputy director is expected to bring a team of people together to look at various options - including out-of-the-box approaches to solving problems (e.g. various options to consider on contentious rules).

The position is directly accountable for controlling decisions related to Office budget expenditures; staff recruitment, training, and evaluations; and prioritization of workload.



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


	This position is responsible for ensuring appropriate and timely responses for drinking water emergencies and oversees the office's communications during a drinking water emergency, or to address an emerging issue or hot topic. The consequence of errors, misinterpretations, or poor decision making may result in customers not knowing when their water is safe to drink. Excellent communications with news media, our stakeholders, and the public is essential to the integrity of the office and the agency.

The agency has a formal primacy agreement with the U.S. EPA to carry out federal drinking water regulations. Significant and persistent errors made by the incumbent in this position could result in not meeting expectations, deterioration of the co-regulator relationship and loss of primacy and federal funding. 

Specifically: 

· This position is expected to manage, direct, and control a number of diverse projects simultaneously and is expected to ensure accuracy and deadlines are met on each. Missed deadlines and errors cost the office money and integrity. 

· Failure to ensure adequate coordination and consistency on public disclosure or compliance actions could create legal or political consequences. Errors in judgment related to personnel decisions or actions could result in grievances and legal consequences.



	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.


	· This position is responsible for managing the Office's $130 million biennial capital and operating budget, over $800 million in drinking water infrastructure loans, 105.5 FTE allotments, and all associated financial programs. 

· This position is responsible for ensuring responsible prioritization of funds, and oversight and audit-accurate spending of the IT budget of $1.25 million for salary, benefits, goods and services, contracts and equipment carried out at the agency level.


	Other financial influences/impacts.


	· This position participates in planning and decision-making for the office's annual $15 million operating budget with revenue coming from 9 funding sources including a variety of federal grants, dedicated and over 300 separate  fees, and state funds, and includes more than 76 contracts of over $46.5 million annually, including the capital budget, crossing multiple biennia.


	Supervisory Responsibilities

	Supervisory Position: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

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

This position manages a team consisting of 34 FTEs, and directly supervises seven staff including five managers; the highest class is Washington Management Service Band 2. These managers in turn supervise staff who include one unit supervisor ( Environmental Planner 5), and many technical experts.


	Decision Making and Policy Impact


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


	This position plays a critical decision-making role in setting policy and direction for the office. The deputy acts as a senior advisor to the office director and brings the Central Services to the office's efforts to interpret and define how the office is going to carry out state and federal drinking water mandates.
·

The deputy is regularly called upon to broker solutions and determine approaches on complex technical and/or politically sensitive issues involving statewide drinking water policies and regulations. In addition, the deputy acts as a senior advisor regarding the political and social impacts of proposed new regulations, legislation, and policy decisions. The position provides recommendations to the director on issues related to the span of Central Services activities (e.g. source water protection initiatives, compliance approaches, loans and grants program).



	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. 


	Yes, the position is responsible for making significant recommendations to the office director. This position is highly influential in developing policy, setting priorities and allocating resources across the office for all areas of the drinking water program including regulation development, compliance and enforcement, fiscal and resource management and interagency agreements and contracts.


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


	Decisions Made by Deputy Director for Central Services

-
Setting policy direction for Central Services  implementation of the state-wide drinking water program

-
Budget expenditures

-
Staff recruitment, training, and evaluations

-
Resource allocation and prioritization of workloads

-
Speaking on behalf of the office director

  -      Assigning tasks to other managers and staff within Central Services to accomplish high priority assignments



	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 is responsible for making both tactical and strategic decisions related to carrying out all elements of implementation of the drinking water program - ensuring all state and federal requirements are met and agency, division, and office protocols are followed.   Decisions related to central service operations are both known precedent (violations for water quality results or lack of monitoring) and others reach into uncharted territory (policies related to trucked, skidded water or rainwater as permanent supplies in water short basins) or unknown implications to those we regulate (new federal rules). The position must use technical and professional judgment daily to make decisions.

As a member of the office's executive management team the deputy also determines short and long term strategic direction, provides decision-input on legislative and financial strategies.

This position makes staff recruitment, training, and evaluation decisions; and makes hiring and disciplinary recommendations.

This position is responsible for tactical and strategic planning and is a core member of the office Executive Management Team which determines short-term and long-term policy decisions, strategic planning and legislative/budget strategies. Decisions are often known precedent (adopting a rule by reference, human resources administration) and others address somewhat unknown and unfamiliar areas (e.g., proposed complex EPA policies, regulations, and directives).

This position must demonstrate leadership and use professional judgment daily to make decisions.



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


	Staff morale and productivity are sacrificed when quick, unwise decisions are made affecting work environments.  Careful consideration of the political sensitivity or controversial nature of issues and public health risks is crucial for this position. The recommendations and decisions that this position makes or oversees are often complex, involving multiple risk factors, multiple stakeholders, and many different perspectives on how to prevent or improve health concerns.  The consequences may impact the health of a person, a community, or the credibility and future funding of the drinking water program.

The department has a formal primacy agreement with the U.S. EPA to carry out the federal Safe Drinking Water Act and associated federal rules. As part of that agreement, more than 60 percent of the Office of Drinking Water budget is funded by U.S. EPA. The risk and/or consequence of a bad recommendation or decision could result in a loss of federal funding.

This position is relied on for its expertise and consultation in complex issues. This includes developing policy, setting priorities and allocating resources across the Office in areas such as policy development, compliance and enforcement, fiscal and resource management, and interagency agreements and contracts. The consequences of faulty recommendations or advice could negatively impact the Office and Agency's effectiveness and services to the public. Changing service delivery methods based on program direction may result in adverse reactions from stakeholders.



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

	Required Education, Experience, and Competencies.


	Education: 

Bachelor's degree involving a major study in public health, environmental health, environmental engineering, public administration or closely related field.

Experience:

Five years of management experience including supervision of technical staff.

Five years of progressively responsible experience managing an environmental or environmental health program.

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, EH, 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.


	Preferred/Desired Education, Experience and Competencies.


	Education: 

Master's degree with major study in public health or environmental health or closely related field.

Experience:

Ten years progressively responsible experience in staff supervision, coaching and mentoring. Experience with federal Safe Drinking Water Act programs and requirements.

Advanced project management, and analysis, problem solving experience.

Experience using Microsoft Office products (Word, Excel, Power Point, Outlook, SharePoint)



	Special Requirements/Conditions of Employment

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


	


	Working Conditions

	Work Setting, including hazards: 
	     

	Schedule (i.e., hours and days): 
	     

	Travel Requirements: 
	     

	Tools and Equipment: 
	     

	Customer Relations: 
	     

	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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