Washington Management Service (WMS)
Position Description

	Position Title:

Office of Drinking Water Finance Manager
	Position Number/Object Abbreviation:

70094922

	Incumbent’s Name (If filled position):

Vacant
	Agency/Division/Unit:

DOH I Environmental Health I Office of Drinking Water

	Address Where Position Is Located:

243 Israel Road SE, Tumwater, WA 98501
	Work Schedule:

Part Time    Full Time 
	Overtime Eligible:

Yes    No 

	Supervisor’s Name and Title:

Clark Halvorson
	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 Deputy Director for Central Services for the Office of Drinking Water (ODW) and is critical to the office's ability to carry out its mission to ensure safe and reliable drinking water for the citizens of Washington State. This position is a member of the office's Leadership Team (all WMS managers within the office) 

As the Finance Manager, this position serves as key financial advisor to the Office Director and Office's Executive Management Team. The position is responsible for sound financial management of ODW programs and for providing centralized financial management for budget, accounting, Drinking Water State Revolving Fund loans, contracts, purchasing, and inventory. The position oversees a section of four classified staff. This section manages the Office's $230 million biennial capital and operating budget, over $800 million in drinking water infrastructure loans, 105.5 FTE allotments, and all associated financial programs.

The Finance Manager also ensures federal financial reporting is done accurately and on time and participates in the 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.
Unique to this management position is the financial administration of the capital loan program known as the State Revolving Fund (SRF) for drinking water infrastructure projects and the direct responsibility for the accounting of the percentage of set-asides from the capital grant for implementation of the drinking water program. The Manager administers and oversees SRF financial activities, including cash flow modeling to ensure sustainability of the loan fund through investment, selecting the right interest rates for loan recipients, determining the appropriate loan fees, and rate of repayments. The manager uses this information to decide on what portion of the repayment account can be used to add to federal appropriations to increase the amount of loan and principal forgiveness dollars available each year for drinking water infrastructure projects. The manager is responsible for coordinating the state and federal audits on the joint spending of the SRF administrative dollars.


	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 Manager’s main purpose is to responsibly manage and oversee the Office's finances. The Manager serves as the Office's primary point of contact on all budget and financial matters and is responsible for the ongoing operational management of the Office's budget. The Finance Manager is also responsible for oversight of all interagency agreements, all client service contracts, personal service contracts, convenience contracts, subrecipient grants, contractual agreements with public water systems, local health jurisdictions, governmental agencies, and water systems statewide. 
The position must ensure that program activities are carried out in accordance with agency policies and procedures, state and federal laws that govern our activities, and meet the requirements and expectations of our negotiated primacy agreement with the U.S.EPA. This position is lead in working with state auditors and federal audits (e.g., Inspector General) to ensure state and federal funds were spent appropriately both within the agency, and for randomly selected loan recipients. The result is the Office's  finances are soundly managed and the Department, the U.S. Environmental Protection Agency, the Governor, Office of Financial Management, State and Federal Auditors, and the Legislature have confidence in the Office's financial management and financial information and use that information to make crucial decisions affecting the safety and reliability of Washington's drinking water.
This position contributes to the Department's and Office's missions by providing 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.


	Duty: Manage the ODW Financial Services Section

· Oversee the ODW Finance Section
· Make hiring recommendations as necessary. Help staff meet personal and professional goals and actively contribute to ODW’s Learning Culture Norms. Build camaraderie and create linkages as appropriate between individual staff and within the Financial Services Section
· Provide ongoing coaching, mentoring, and feedback for staff

· Complete annual performance development plans and performance evaluations within established deadlines


	Duty: Participate on ODW Leadership Team
· Actively participate on the office's WMS Leadership Team, contributing to high­ level policy and direction decisions.
· Work with the Deputy Directors for Central Services and Operations to create and maintain cooperative, team-oriented working relationships between section staff and HQ and field staff in the regional offices.

· 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.


	Duty: Oversee Office of Drinking Water Budget
· Manage and monitor the finances for the drinking water program’s unique activities and statewide functions project trends in revenues and expenditures:  prepare and recommend budget addition and reduction options and funding strategies for the Office's executive management team.

· Provide support to the Office Director and Office management teams regarding, budgeting, accounting and program planning; interpret budget policies and procedures for staff and managers.
· Provide the Office Director, Division Finance and Operations Director and agency budget staff/management with accurate, clear, and consistent financial data on a regular basis.
· Brief and advise management on budget and fund allocation requests.
· Review allotment requests and approve, modify or deny allotment requests based on program plans, fiscal, or policy considerations.
· Work with the Office Director, Division Financial Operations Manager and agency budget office in preparing the office's biennial budget and allotments. 
· Analyze, monitor and manage the office's biennial budget including the revenues, expenditures and workload indicators.
· Manage the activities of staff that perform all aspects of the office's federal grant accounting (revenue and expenditures), contracts, grants, loans, accounts receivable, revenue accounting, payroll and time accounting to ensure compliance with all applicable federal, state, and agency laws, rules  and guidelines covering accounting, auditing, contracting, purchasing, and compensation.

· Review for the accuracy and appropriateness of budget related actions and documents, such as grants, loans, contracts and personnel actions.


	Duty: Oversee Office of Drinking Water Financial Planning 

· Recommend appropriate funding for staffing, training, travel, equipment materials, computing needs and other expenditures.
· Design a long-range strategic financial plan: anticipate and identify financial problems: create solutions: make critical independent, strategic financial decisions: develop financial contingency plans.

· Lead the financial work associated with the state and federal capital infrastructure programs; the direct negotiation with U.S. EPA of the programmatic implementation for each percentage of State Revolving Fund set-asides; predictive modeling to ensure sustainability of loan repayments and office programs; and the financial development and support of fee proposals.

· As fiscal note manager for the Office, develop short-term and long-term estimates for the financial impact of proposed legislation.



	Duty: Federal Grant Management, Oversight and Performance Reporting

· Ensure accuracy of financial data reported to outside entities; prepare, coordinate, and provide program and Office budget information, materials and analysis; serve as Office spokesperson on financial issues in dealings with the State Auditor's Office, OFM, other state agencies, federal agencies, and legislative budget staff to ensure a thorough, accurate and consistent understanding of the Office's budget and business issues.
· Directly manage the biennial process and negotiation for the critical State/U.S. EPA Agreement including performance commitments and measures to ensure continued federal Public Water Supply System grant funding. 

	Duty: Drinking Water State Revolving Fund development and support
· Support the implementation and management of the Drinking Water State Revolving Loan Fund.
· Provide leadership to management and stakeholders on DWSRF loan program issues, legal and contracting issues, and proposed legislation.
· Collaborate with local, state, federal and tribal governments to ensure mutual financial needs/requirements are met.
· Develop and implement strategic and operational planning to improve the Drinking Water State Revolving Fund program (DWSRF).

	Duty: Other Duties as Assigned

Tasks include: 

· Participate on the agency emergency response team. 
· Attend emergency response training as required.
· Assist other staff as needed and assigned and provide support for the Office and Agency as needed in the event of an emergency.



	Accountability – Scope of Control and Influence

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


	The Finance Manager ensures sound financial stability of the Office of Drinking Water in order to sustain effective program operations and capital infrastructure projects statewide. This position recommends changes to the Office's priorities, and budget and financial policies/practices.

The position requires an advanced level of expertise in financial management, contracting, state budgeting, strategic planning, financial planning, and revolving loan program management.

This position has broad scope of control and influence, responsible to manage all aspects and funds of the office at the highest executive level. The position ensures compliance with financial policies and procedures and is accountable to audits and resolving audit findings.

The position has substantial influence in determining and modifying the allocation of resources within the office.

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.




	Describe the scope of accountability.


	The position directly supervises 4 FTEs. This position is responsible for staff recruitment, training, evaluations, and prioritization of workload for the Budget and Performance Accountability section.

This position is responsible for ensuring accurate, ethical and timely reporting internally and externally (e.g. U.S. EPA; legislative staff) on financial status, activities and program performance. The Finance Manager is critical in forecasting potential issues, analyzing problems, identifying solutions, projecting consequences of actions, and implementing actions to support the Office's goals.

This position is accountable for developing and negotiating an Intended Use Plan with U.S. EPA for each of the federal accounts and ensuring work plan spending is accurately applied.

This position is accountable for ensuring interagency agreements are up to date and is responsible for overseeing joint spending from federal grants or accounts.

As fund manager for five accounts and fiscal note manager for the Office, decisions have potential to impact multiple agency stakeholders, including water utilities, consumers, local health, and other state and local agencies. For example, this manager makes decisions related to the amount of funding available for infrastructure loans, and the associated interest rates and fees; and on the amount of funding available to reimburse local health jurisdictions for inspections and technical assistance.

The position has primary responsibility in providing accurate and comprehensive financial advice to the director and the Office's executive management. This expertise is heavily relied on for business decisions impacting the office.

The position is accountable for linking strategic and financial planning, performance measurement tracking and reporting;
The position is accountable for ensuring all contract requirements are met and payments are timely and accurate.
This position is a core member of the office’s Leadership team, and can act as office director in the director/s absence with full decision-making and signature authority.


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


	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. 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. This position is responsible for the office's finances which directly impacts all of the office's programs. Each program has the potential to lose funding if errors are made

Errors in judgment related to the management and oversight of the office's budget could negatively impact the agency via audit findings by the State Auditor's Office or U.S. EPA, or other federal audit agency (e.g. GAO or OMB). Under federal transparency and reporting requirements, such errors would be public and could impact our credibility, integrity, and ultimately our state and federal budget and spending authority. In addition, if incidents of noncompliance are noted through on-site reviews or audits, the department could be responsible for returning funds to the federal government.




	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 serves as the office's financial manager and is responsible for developing and ensuring accurate management of the office's operating budget. The position provides financial advice to the office director and executive manager on all aspects of the office's budget and ensures that spending adjustments are made as needed.

Biennial Operating Budget - $30 million  biennial operating budget; 105.5 FTEs
Biennial Capital Budget - $200 million biennial capital budget
Biennial Fees - $6.8 million in permit, certification, waiver, and surcharge fees 
5 Funds/Accounts with a combined average fund balance of $132 million 
Contracts -140 interagency agreements and contracts
Loan portfolio – the DWSRF program currently consists of $800 million in infrastructure construction loans.




	Other financial influences/impacts


	This position leads the planning and decision-making efforts for the office's biennial $30 million operating budget, $200 million biennial capital budget and 105.5 FTEs. Revenue comes from multiple funding sources including a variety of federal grants, dedicated and local fees, and state funds, and includes more than 70 contracts (not including interagency agreements). The position collaborates internally on operational budget needs and trains managers on tracking section expenses. The position is also relied on for expertise and development of legislative budget packages, decisions packages with a fiscal impact and ensuring fiscal impacts are documented and shared for non-agency request legislation.
The position provides direction to the office and Department of Commerce for the Drinking Water State Revolving Fund. The DWSRF loan portfolio is currently valued at approximately $800 million.


	Supervisory Responsibilities

	Supervisory Position: Yes    No 
If yes, list total full time equivalents (FTE’s) managed and highest position title.

This position manages and directly supervises 4 FTEs, the highest level being a HSC-4.


	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 position acts as a senior advisor to the office director and brings the financial perspective to the office's efforts to interpret and define how the office is going to carry out state and federal drinking water mandates.
This position is regularly called upon to broker solutions related to the budgetary support of the office's many programs and financial support of water systems. This position makes budget recommendations and highly influences how the office will carry out its fiscal responsibilities to ensure safe drinking water at the tap.


	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 considered a financial expert to the program, and an expert on the federal and state requirements of the funding received. This position makes recommendations to the Office Director, and other executive managers in the office, the division, and the agency on operating, capital, revenue, and expenditure budget issues and proposals. Recommendations affect numerous accounts appropriated to the agency for the Office to carry out its mission and provide services to the public. This requires expert knowledge and advanced level of expertise in financial management and state budgeting. Because of this position's responsibility to negotiate agreements with the U.S. EPA it requires expert knowledge and the ability to keep current on the ever­ changing federal expectations and priorities to carry out the drinking water program.


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


	This position oversees and ensures sound financial management of the Office's biennial budget. The position is responsible for implementing agency fiscal policies and procedures within the office. The position has direct decision-making authority on budget requests (strategic and detailed), budget allotments, allotment adjustments, expenditure plans, expenditures, and other financial and planning actions. Specifically, decision-making responsibilities include:
· Budget development and approval
· Expenditure  approvals

· Grant application approvals
· Federal work plan approvals
· Contract and payment approvals
· Setting office financial and administrative goals, objectives, policies and procedures
· Section staff recruitment, training, and evaluations
· Resource allocation and prioritization of workload

The position also leads critical negotiations with U.S.EPA; short- and long-term office strategic direction, and national policy direction on drinking water financial issues. This position also makes staff recruitment, hiring, disciplinary recommendations, and training evaluation decisions. 


	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. Tactical decisions relate to financial planning and day­ to-day oversight and tactical maneuvering of numerous funding sources and adjusting of the office's budget which includes use of agency and federal policies and procedures, OFM regulations, and other state and federal financial standards and regulations. Strategic judgment is used and decisions are made when considering complex regulations and policies where there are few precedents. This is particularly unique and important with the SRF loan program. Funding distribution by U.S. EPA to states is determined by a percentage of the overall federal SRF budget and the needs assessment for each state (based on a four year survey). The funding grants stretch out over five years and this position predicts and manages multiple year cycles each biennium. Strategic judgment is critical to balancing the dollars over multiple years, predicting what is needed in each year without leaving large unliquidated obligations (ULO's) that come into question by the U.S. EPA. Independent judgment and discretion are required for projecting trends in revenues and expenditures and approving, modifying, or denying allotment and expenditure requests.
Decisions are both of known precedent (standard fiscal management practices, response to audits, etc.) and others reach into uncharted territory (state changes to how programs are funded, new federal requirements for funding). The position must use technical and professional judgment daily to make decisions


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


	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. 
Consequences related to the management and oversight of the office's budget could result in audit findings by the State Auditor's Office or U.S. EPA, or other federal audit agency {e.g. GAO or OMB) or the Inspector General. The consequences would be transparent to our constituents and could impact our credibility, integrity, and ultimately our state and federal budget and spending authority.

Staff morale and productivity are sacrificed when quick, unwise decisions are made affecting work environments.


	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 administration, public health, environmental health, accounting or closely allied field.
In-depth knowledge and understanding of:
State finance and budget development and management. Public and environmental health principles, programs and current issues; personnel planning, evaluation, and management principles; strategic plan and performance measure development, program assessment and quality improvement principles and application.
Experience/Skills:
Four years of recent {within the last 8 years) progressively responsible management and supervisory experience.
Three years of recent {within the last 8 years) professional, advanced level experience in state government financial management practices, strategic planning, and budget development.

Demonstrated ability to effectively communicate to a variety of audiences in a variety of styles and methods. Demonstrated ability to collaborate and negotiate with stakeholders on complex or controversial issues.
Demonstrated ability to recognize politically sensitive or other issues having high media visibility. Experience using Microsoft Office products {Word, Excel, Power Point, Outlook).

Competencies:
The Finance Manager must demonstrate effective and collaborative team work both internally to the office, and the department, as well as with our external partners, essential to achieving outcomes. The management responsibilities of the position require strong leadership competencies {as follows), ensuring performance expectations are met both for self and for staff. The manager is expected to continuously seek to improve staff, program, and self-performance 
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 the'y 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, EPH, 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 personalized 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.
Additional Competencies:

1. Quality Improvement: ability to apply quality improvement tools to improve efficiency, accuracy, and overall quality. Ensures and supports regular review, measuring, reporting, and continuous improvement of organizational performance.

2. Outstanding leadership, communications, problem solving and project management skills. Skilled in management, supervision, and motivation of staff.

3. Demonstrated experience working with diverse and competing interest groups to develop solutions and resolve conflicts around high profile issues.
4. Fiscal Accountability: Responsibly allocates and accounts for the use of fiscal resources, weighing alternatives and their benefits. Monitors budget usage and ensures critical costs are covered. Seeks ways to reduce costs.
5. Demonstrated excellent verbal and written communication skills.

6. Demonstrated ability to develop strong relationships with internal and external partners and stakeholders.

7. Demonstrated ability to lead a team of professionals to accomplish executive level projects. 

8. Demonstrated experience in using various print and digital media tools to communicate effectively with varied audiences.

9. Demonstrated expertise in Microsoft Office products.

10. Strong work ethic and commitment to public service.

11. Desire to ensure safe and reliable drinking water for the people of Washington.

	


	Preferred/Desired Education, Experience and Competencies.


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

10 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.


	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 fast-paced environment with multiple assignments and

priority deadlines.

Must be willing to work in stressful emergency response conditions upon occasion.

This position requires sitting and standing for extended period, and working at a computer for an extended period.


	Schedule (i.e., hours and days): 
	Must be willing to work in excess of 40 hours when necessary to finish a job

	Travel Requirements: 
	Must be willing to travel statewide, or out of state, when necessary to perform the functions of the position.

Must have a valid Washington State driver's license, or have the alternate ability to travel across the state..


	Tools and Equipment: 
	Office duties require use of standard office furniture and equipment (desks, files,

cabinets, computer, projector, phone, fax machine and copy machines, etc.)


	Customer Relations: 
	The person in this position is required to meet frequently with external stakeholders in a variety of settings.

	Other: 
	Must be willing to work in a smoke-free, drug-free, alcohol-free, fragrance-free

environment.

The position may require moving objects and materials weighing as much as 25 pounds. Applicant must be capable of performing the essential functions of the position with or without accommodation.



	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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