Washington Management Service (WMS)
Position Description

	Position Title:

Director of Legal Services
	Position Number/Object Abbreviation:

70042269

	Incumbent’s Name (If filled position):

Michelle Teed
	Agency/Division/Unit:

DOH/OS/Medical Quality Assurance Commission

	Address Where Position Is Located:

111 Israel Rd SE Tumwater, Washington 98501
	Work Schedule:

Part Time  FORMCHECKBOX 
   Full Time  FORMCHECKBOX 

	Overtime Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Supervisor’s Name and Title:

Melanie de Leon, Executive Director
	Supervisor’s Phone:

360-236-2755

	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 Medical Commission is the only entity in the State of Washington with the authority to license physicians and physician assistants, investigate complaints alleging violations of the law regarding unprofessional conduct or the standard of care, and discipline when necessary to protect the public. The Medical Quality Assurance Commission is authorized in RCW 18.71 and 18.71A and enforces the Uniform Disciplinary Act, RCW 18.130.  This position is the Commission’s Director of Legal Services and provides legal and technical analysis and direction to legal staff and Commission members. This position reports directly to the Commission’s Executive Director.  



	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. 


	This position leads and directs the Legal Services Unit (LSU) that is responsible for providing quality legal and

adjudicative services related to allopathic physicians and physician assistants licensed by the Commission. Licensees work throughout the United States and throughout the world.  Under the authority of their Washington license, licensees are permitted to practice in federal facilities throughout and the country and throughout the world, and for philanthropic organizations throughout the world.  

The position directly supervises a management team comprised of a supervising staff attorney and Paralegal 3.  In addition to the supervising staff attorney, the LSU includes six journey-level attorneys who have the responsibility of assuring the Commission’s proceedings and legal pleadings conform to all legal requirements.
The position communicates regularly with the Governor-appointed Commissioners, the majority of whom are MDs.  
The position works with the Attorney General’s Office attorneys who serve as the Commission’s advisor, lead prosecutor, and public records disclosure advisor to assure legislative changes and case law are promptly implemented and integrated into the LSU’s actions and procedures.  

This position supports the Department of Health’s mission to protect and improve the health of the state of Washington by providing professional and technical expertise, delivering enhanced legal services, and providing unit and Commission staff leadership.
This position supports the Commission’s mission to promote patient safety and enhancing the integrity of the profession

through licensing, discipline, rule-making, and education by providing legal expertise to deliver timely legal services and working with Commission leadership to develop rules, statewide policies and educational materials.

As the (LSU Director, this position is responsible for independent management and decision making.   As a member of the Commission’s Senior Management Team, this position assures the alignment among Commission, unit and Department of Health operations and acts on behalf of the Executive Director as needed.  
This position works closely with the Commission to apply and implement existing Commission policy and formulate, implement and apply new policy as warranted. This includes assisting in rulemaking activities and development of interpretive and policy statements as needed.



	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.


	Leads, directs and manages the Legal Services Unit and provides quality assurance of the Medical Commission’s legal and adjudicative processes. Responsible for the legal services provided to the Medical Commission through the Washington State Attorney General-Department of Health Memo of Understanding; serves as liaison for the Commission with the Adjudicative Services Unit, a program responsible for providing legal adjudicative services to boards, commissions, and the Secretary of DOH; consults with the ASU-J Senior Health Law Judge as needed; serves as legal consultant to the Commission’s directors and the Commission’s Medical Consultant; directs all aspects of the unit, including personnel administration, budget development and administration, policy development; communications with media or stakeholder groups; public education; manages and directs the financial, personnel, data and physical resources associated with the Legal Services Unit; promotes, fosters, trains, and maintains organizational culture and ethics in staff members, the Commission’s role in disciplinary functions, objectivity in decision making, and the preservation of public safety and health.

Leads and is responsible for 14 FTEs, including supervising staff attorney, six journey-level attorneys (hearings examiner 3s, paralegals), legal secretaries, and office administrators.  Selects managers and other personnel on the basis of job related abilities, skills, and knowledge; provides guidance and reinforcement as needed and warranted; sets expectations and provides timely feedback on performance; communicates and recognizes innovations, progress, and achievements as well as areas of needed improvements of individuals and programs; initiates innovations that result in progress and achievements.
The LSU staff support and advise the Commissioners as they analyze complaints and disciplinary cases, and as they direct Commission action on these cases.
As a member of the Commission’s Senior Management Team, this position assures the alignment among commission, unit, and Department of Health operations. The position is responsible for leading strategic planning efforts, achieving the goals and objectives in the strategic plan, meeting or exceeding the performance measures, and modeling leadership behavior throughout the unit. This position monitors program and administrative issues to identify implications from a legislative or rules perspective and independently determine what, if any, action needs to be undertaken.  

Evaluates new legislation and court cases and leads the development of implementation plans for the Commission; evaluates overall Commission regulatory environment and identifies gaps, inconsistencies and/or conflicts; identifies and develops recommendations for new or needed revisions to regulations and rules. 
Accountable for the implementation of common business practices and shared services such as legislation, budget, and

financial management for the Commission as they relate to the Legal Services Unit.  Directs the development of program budgets at the direction of the Executive Director; directs expenditure and revenue activities to ensure compliance with budget and strategic plans; works with internal and external stakeholders on legislative impacts, directs the development and maintenance of the business continuity plan.  

Communicates with the public, inter-agency, intra-agency, state and local government and other organizational personnel. The position is a member of the Commission’s Speakers Panel, available to give presentations to associations, attorneys, and agencies, both in the state as well as nationally.

The position is the primary contact for other states’ medical boards’ legal directors, and regularly collaborates with them on issues.

Establishes and maintains key working relationships concerning legal services with the public, professional organizations, and other interest groups; responds to questions from individuals and interested parties including the media to interpret/explain information such as regulatory statutes, rules, policies, and procedures; provides education and information about the Legal Services Unit functions.
Oversees activities to implement legislation and rules in the Legal Services Unit that support the strategic plan; communicates issues raised and interests shared by stakeholders and decision makers regarding Commission initiatives; develops tools to collect information to be used in the development of legislation and rules.

Communicates information on Commission regulatory environment through group presentations, visual slides and writing; represents the Commission before external audiences in collaboration with senior commission managers; prepares position papers, feasibility studies and other reports related to legislation and rules.
Oversees the development and implementation of quality assurance and Lean governing activities. Develops assessments, measures, or audits to evaluate the quality of the unit’s internal controls, exposure to risk, and compliance with established policies and procedures. Uses results to make changes and recommendations to improve efficiency, and effectiveness of operations, compliance with applicable legal requirements, stewardship of public resources, and to minimize exposure to risk events.

Part of the Senior Management Team that develops the strategic plan for the direction of the Commission.
Develops, implements and tracks key performance measures for the Legal Services Unit to ensure the Commission meets specific goals, improves performance, and enhances patient safety in Washington state.

Directs and prioritizes legal unit workload to ensure statutory timelines are met.  Monitors and reports on the status of the legal services unit’s aged and backlogged cases, identifying solutions to address backlog and workload issues.

Develops training plans for the Legal Services Unit’s support staff to ensure they are proficient in their job duties.  
Coordinates Commission legal efforts with their HSQA equivalent, the Director of the Office of Legal Services, to ensure good communication and a coordinated approach to protecting the public health.

Works closely with the Attorney General’s Office to coordinate legal work for the Commission. This position works with the lead prosecutor to ensure that disciplinary cases are legally sufficient for prosecution and that they are processed in a timely fashion. This position works with the Attorney General advisor to the Commission and with the Attorney General advisor on Public Disclosure to ensure consistent interpretation and practical implementation of constitutional, statutory and rule provisions. Personally serves on the Legal Exchange Committee, made up of the lead staff attorneys for the Office of Legal Services, the Attorney General’s Office and the Office of Investigation and Inspection. This group discusses high-level legal issues that impact the Department.

Independently controls and manages expert witness budget.  Has overall responsibility for the the identification and selection of expert witnesses who are pivotal to proving the state’s case against practitioners.  Ensures cases requiring expert witnesses are meeting case timelines.  
Serves as a contact for all inquiries from the media regarding Commission disciplinary cases and consults with executive management on coordinated response.
Shares information with staff and fosters a culture of open communication.


	Accountability – Scope of Control and Influence

	Provide examples of the resources and/or policies that are controlled and influenced.
This position leads and directs 14 FTEs consisting of senior attorneys, paralegal staff, legal assistants and administrative staff.

This position is responsible for creating, influencing and implementing disciplinary policies statewide. This position is responsible for enforcing licensure requirements and strict disciplinary standards to ensure patient safety and remove practitioners from practicing who harm Washington citizens.  It is accountable for directing and controlling actions of the legal unit, and for results of the unit.  The decisions made by this position significantly impact public health, safety, and welfare, and public confidence in medical practitioners licensed by the State.  This position ensures constitutional due process and administrative law requirements are complied with throughout the course of licensing and disciplinary actions, including summary suspension (without advance notice) of medical practitioners who threaten imminent harm to Washington citizens. 
This position is responsible for expanding Medical Commission concepts, awareness, expectations and practices.  This position makes presentations on the topic of the disciplinary process to statewide audiences. 
This position participates on the agency Enforcement Steering Committee, which is composed of members from HSQA programs, DOH Revenue, the Division of Information Resources Management (DIRM), the DOH internal auditor, and the Nursing commission. The Steering Committee makes disciplinary related decisions and proposes recommendations for approval by the Assistant Secretary related to discipline policies.
This position coordinates and strategizes through the Interagency Roundtable with other WA state agencies, including Department of Corrections, Department of Social and Health Services, the Health Care Authority, and Department of Labor and Industries, to fulfill their mutual goals of protecting the public health, safety and welfare. 
This position has significant influence over Commission business practices and procedures, and performance strategies and measures.
Failure of this position to fulfill expected results would significantly affect Commission effectiveness.

	


	Describe the scope of accountability.


	Directly accountable for the management of the disposition of all disciplinary cases involving physicians and physician assistants licensed by the Commission, some of whom are permitted to practice throughout the world under the authority of their Washington license .
Patient safety is the number one priority of the Medical Commission and the Department of Health. This position is solely responsible for directing and managing the staff that performs activities related to disciplining physicians and physician assistants who have committed unprofessional conduct or are unable to practice with reasonable skill and safety and are a direct harm to the public.
This position's scope of work is highly visible and represents the Commission and Washington State. The position reports directly to the Commission’s Executive Director. Assignments may be given directly from the Executive Director and the Commission Chair.  

The position has a critical role in the successful operation of the Commission.  The work of the LSU has far-reaching impact on the critical aspects of patient safety.  
As leader of the LSU Management Team, this position assigns projects and tracks completion. The position must meet the expectations of the Commission and Executive Director to complete timely and quality legal analysis and advice.  Must respond promptly and thoroughly to internal DOH and external media requests, and external legal counsel from AGO and the private sector.
This position monitors timelines for disciplinary cases. Patients, hospitals, clinics, county health departments,

community organizations, insurance companies, credentialing organizations and employers rely on the work directed by

this position to ensure that safe, competent practitioners are able to provide safe health care services. When this critical work is delayed, the entire health care delivery system is impacted.
This position is responsible for assigning attorneys to work with the Public Disclosure Records Center unit, which must follow public disclosure laws and requirements when fulfilling public disclosure requests. By nature, these requests are highly visible, frequently involve the media, and typically deal with health provider discipline, patient medical records or high interest health topics such as access to medication, pain management and other subjects of interest.
This position is responsible for interpreting Memoranda of Understanding with other agencies, and assigning staff to share confidential health care information in compliance with these legal documents.



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


	Unit, Commission, agency WA State: Over 30,000 practitioners are regulated by the Medical Commission – no other entity in the state has the authority to discipline these licensees.  These practitioners are all disciplined through the efforts of the Legal Services Unit.  This position routinely advises the Commission about the legal impacts of their actions and decisions. This position also oversees significant policy and rulemaking development. Failure to exercise good judgment could result in poor policies

or defective rules, which are binding on Washington citizens.

Unit: Inefficiency or poor use of resources, impacts licensees by having outstanding cases that impact their livelihood and impacts patient’s access to safe care.  The decisions influenced or directed here may generate expensive litigation.

DOH Agency: Legal liability for failure to follow due process in disciplinary cases or administrative procedures.  Audit violations if internal processes don't match accepted standards. loss of credibility with members of the legislature and other key partners and stakeholders if inquiries are not answered accurately and timely, or if new laws are not implemented accurately and timely. Potential litigation if rules and policies are not properly created and implemented.

WA State: Public health and patient safety jeopardized by unsafe medical practitioners, mismanagement of financial

resources, and loss of trust with the public and regulated community. Significant monetary damages could be assessed against the state if lawsuits brought by physicians and physician assistants determine the processes used to deprive them of licensure were legally deficient.. Additional risk of legal liability for failure to conform to the Public Records Act or to compromise confidential patient information.



	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.


	Participates in the development, management and monitoring of the Commission’s biennium budget in excess of $12 million.  This position is responsible for the LSU operating budget.  This includes both the legal and expert witness budget. This position controls expenditure activities of the LSU. This position also provides input to and review of Commission indirect funded activities.


	Other financial influences/impacts.


	This position is responsible for monitoring the payment of cost recovery and administrative fines required by disciplinary

orders. Non-payment of these funds can result in additional disciplinary action or the delinquency being sent  to collections.


	Supervisory Responsibilities

	Supervisory Position: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

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

Approximately 14 FTEs; highest level is Supervising Staff Attorney (WMS 2)


	Decision Making and Policy Impact


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


	This position provides significant policy input to the Commission and, in turn, the Department of Health. Decisions made by this position include applying policies, developing policies, recommending policies and determining how they will be implemented. This position impacts policies in the following ways: organizes office services for the public and internal customers; provides management and oversight of all LSU personnel, processes and procedures, and services; allocates and manages resources to assure strategic goals and performance measures are met; implements legislation and oversight of rules content necessary to implement statutes; directs the unit’s organizational structure, staffing, budget allotments, and expenditures; conducts program and staff evaluations, development, and training activities. A key policy component for this position is to proactively identify business risks, their impacts and to provide recommendations to mitigate them.
This position frequently makes decisions that impact operational effectiveness on a strategic level; Independently coordinates internally and externally with stakeholders and customer groups as needed to direct the work

of the unit; Collaborates with stakeholders to anticipate business needs and respond to demands in areas that are evolving with few standardized guidelines, particularly as health care reform unfolds. 

This position applies broad guidelines and policies for the Commission, with significant latitude and discretion for making decisions.  Independent analysis is required due to lack of precedents.  This position participates in the Legal Exchange Committee that identifies and discusses high-level legal issues that impact agency and state-wide policy.


	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, this position is responsible for making significant recommendations due to expert legal knowledge and mastery of management knowledge. Recommendations this position makes to the Commission Executive Director include issues that threaten public health and safety; challenges or barriers that arise in achieving expected performance measures; organizational changes involving reductions in force; biennial budget requests; documents requiring upper level signature authority; formal disciplinary actions; risk analysis and recommended course of action; and the necessity for rulemaking.
This position analyzes new legal requirements, new legislation, existing systems and procedures and recommends new procedural guides to ensure compliance with the law.  Examples include creating new opportunities to advance the Commission’s goals and objectives, or allowing the unit to meet its goals and objectives while also meeting a new legal requirement or restriction. 
Critical and original thinking is required to identify opportunities to streamline processes and gain efficiency. This position must be able to interpret and distinguish or apply decision precedents coming from other boards and commissions, health law judges or the appellate courts. The incumbent must also be able to determine options and recommendations based on both legal and policy considerations.
Decision making in this area is complex, requiring a mastery of legal thinking to incorporate court cases with statutes and rules; integration of knowledge of automated systems, legal requirements and work processes that span the Commission and the agency.  This level of complexity applies to both the role in influencing policy and to individual case strategy decisions.
This position makes recommendations with the Executive Director to the Assistant Secretary for consideration of use by the agency. This position also brings forth recommendations to the Legal Exchange Group for consideration for the agency. 


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


	This position has the full authority to direct a diverse unit.  This includes making decisions to direct work activities, performance, staff resources, technology and business processes. It also includes evaluating areas where performance is not optimal and making decisions to improve and enhance deliverables and outcomes. 
This position makes decisions that directly impact health provider availability statewide, meeting critical front-line health care needs. Independently coordinates internally and externally with stakeholders and customer groups as needed to gather feedback in order to make decisions to direct the work of the unit.
This position independently defines, analyzes and manages data and performance reports, making decisions regarding

services, staffing and resources.  
This position acts on behalf of the Executive Director in the Executive Director’s absence upon request.


	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 made by this position are both strategic and tactical in nature.  Some decisions are "evidence-based" and use best practices and employ models based on existing knowledge and expected outcomes. Other decisions are more experimental. 

This position is responsible for designing the Legal Services Unit and working closely with Commission members when analyzing all of the legal aspects of a particular case.  Given assigned business functions, the position is responsible for creating, organizing and staffing the unit to carry out work to deliver products and services that meet performance expectations.
This position exercises a high degree of control within the LSU, having responsibility for appropriate effort and decisions
affecting similar types of cases and fact patterns. This position has substantial power to influence procedures and policy decisions by the largest health care commission in the state that regulates thousands of medical practitioners across the state. 

This position makes decisions related to health care reform and the associated changing nature of our work. This position strategically addresses continued growth in the number of licensed professionals and the resulting increase in discipline cases. This position is responsible for recognizing new local, state and national trends and aligning our work to support them.




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


	This position is responsible for disciplining unsafe or unprofessional health care professionals by designing and directing staff, approving standard processes and setting and enforcing expectations. It also directs staff who are the primary contact for the public and health care providers involved in the disciplinary process. Timely processing of health care provider disciplinary cases and applications is critical to patient safety, by ensuring access to safe, competent care.   Ineffective work or poor decision making compromises the overall health care delivery system in Washington. The decisions and recommendations also affect the licensing and discipline of future health care providers by establishing policies and procedures that will govern ongoing licensing and disciplinary standards.

Failure to make informed, evidence based decisions could result in immediate harm to patients due to unsafe or

impaired practitioners, reduced access to care and an overall decline in the quality of health care provided to the public.
Failure to take appropriate action on legislative or rulemaking matters can result in inadequate regulation or noncompliance with state or federal law. It can create a lack of credibility in the eyes of the public and the legislature.
Failure  to ensure the professional licensing and disciplinary processes comply with complex constitutional, statutory, and regulatory provisions would risk significant financial liability for lost income, damage to reputation, and other claims by affected physician and physician assistants.



	


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

	Required Education, Experience, and Competencies.


	· A law degree from an accredited law school, a license to practice law in the state of Washington, and three years of managing a staff of paralegals and attorneys. License to practice must be in good standing.
· Ability to maintain confidentiality of sensitive information accessed or discussed in performing the work of this position.

· Attention to Detail:  produces thorough, accurate documents; identifies and corrects errors; consistently reviews work to ensure quality.
· Demonstrated mastery of knowledge and skills necessary for managing an organizational division that provides extensive statewide services central to the organization’s mission. 

· Demonstrated ability to engage in effective long-term planning and development of programs, staff, and resources, consistent with an organization’s mission and strategic plan.
Advanced abilities in the following:

· Microsoft Outlook;

· Microsoft Word;
· Microsoft Excel;
· Microsoft Power Point;

· Excellent communication skills (verbal, written, oral, visual);
· Original written composition: structure, grammar, punctuation, spelling, self-editing;
· Internet research and navigation;
· Query and manipulation of a relational database.
Leadership Competencies:
1. Know Yourself: Demonstrate self-awareness, self-management and continual growth and learning. A person who knows themselves is able to identify thoughts, feelings, and wants and then effectively put them into words in the moment. They are aware of patterns, strengths and limitations and seek feedback and knowledge to continually learn and grow from experiences.


2. Understand Others: Demonstrate 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: Demonstrate commission 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, agency, commission, 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: Demonstrate the ability to integrate performance leadership into program activities, provide coaching and mentoring for improved success, provide personalized recognition and celebrate successes, and display 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: Demonstrate ethics and integrity, consistently walking their talk. A person who models the way is highly credible. 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.

Medical Commission Staff Code

1.  We show respect and consideration to ourselves and others.

2.  We maintain a safe and clean work environment. 

3.  We actively listen to the concerns of others in an honest and genuine way.

4.  We are patient, understanding, encouraging and compassionate towards others.

5.  We value trust and do not make assumptions about others motives or opinions.

6.  We are accountable for our actions and demonstrate teamwork and dependability.

7.  We recognize and appreciate the contributions and commitments of others.

8.  We engage in direct communication and avoid rumor and gossip.

9.  We are committed to the commission’s mission to promote patient safety.

10.  We assume equality for all regardless of position or role.




	Preferred/Desired Education, Experience and Competencies.


	· Five years of relevant management experience as a legal manager.

· Five years of experience applying legal services 

· Five years of project management experience.

· Demonstrate effective group facilitation skills.

· Experience delivering presentations.

· Application of high-level management principles.

· Establish and maintain cooperative working relationships with a variety of external stakeholders.

· Collaborative negotiation, conflict resolution and other problem solving processes and techniques.

· Provide staff leadership that promotes a cooperative work environment.

· Communicate complex technical and/or regulatory concepts to a variety of audiences.




	Special Requirements/Conditions of Employment

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


	


	Working Conditions

	Work Setting, including hazards: 
	Work is generally performed indoors in a cubicle environment.

	Schedule (i.e., hours and days): 
	Position is overtime exempt.  The position is expected to adjust schedule to meet the needs, demands and priorities of the Medical Quality Assurance Commission.As a member of the senior management team, this position is expected to be present during the normal business hours of 8-5 Monday through Friday. 

	Travel Requirements: 
	Requires travel to Commission meetings and to other locations to attend meetings as required.

	Tools and Equipment: 
	Requires the use of standard office equipment,  desk, file cabinets, computer, phone, fax machine, copy machine, etc.

	Customer Relations: 
	Requires frequent and extensive contact with complainants, respondents, agency employees, local, state and federal law enforcement,  health care professionals,  and the public.   Requires contact with stakeholders and the media on sensitive, often high profile, issues. 

	Other: 
	Ability to operate a state motor pool vehicle and willingness to lift boxes and equipment wieghing up to 35 pounds.


	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:

4/20/16
	Supervisor’s Signature (required):



	Date: 
4/20/2016
	Appointing Authority’s Name and Title: Melanie de Leon, Executive Director
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.

[image: image1.jpg]State of Washington



 DOP 12-058 (11/23/10) WMS Position Description
Page 1

[image: image1.jpg]