Washington Management Service (WMS)
Position Description

	Position Title:

Deputy Administrator
	Position Number/Object Abbreviation:

70042277

	Incumbent’s Name (If filled position):

     
	Agency/Division/Unit:

Department of Health - Division of Administrative Operations - Office of Financial Services

	Address Where Position Is Located:

101 Isreael Rd SE, Olympia WA 98504
	Work Schedule:

Part Time  FORMCHECKBOX 
   Full Time  FORMCHECKBOX 

	Overtime Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Supervisor’s Name and Title:

Amy Ferris, Chief Financial Officer
	Supervisor’s Phone:

(360) 236-4503

	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 Financial Services Division provides leadership and support for agency priorities and programs through quality financial and operational management including budgeting, contracting, grant management, purchasing, and accounting services.  The division ensures financial compliance with state and federal laws, regulations and reporting requirements in addition to performing agency-wide financial activities. Financial Services’ commitment to customer service, innovation, accuracy and quality in partnership with fellow DOH staff and programs and external customers supports the Department of Health’s vision in becoming reality.
The Deputy Administrator reports to the Chief Financial Officer and oversees the Central Administration Fiscal and Operations Section, and Accounting and Grant Services’ overall activities.




	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. 


	Within the Financial Services Division, the Deputy Administrator manages all division administrative and operational functions including strategic planning, emergency response planning, personnel (including union/management relationships), administrative policy and procedure development, quality improvement, performance measurement, Central Administration finance and operations, and Accounting and Grant Services.  
This position in partnership with the CFO has a strategic role in overall financial management of the agency.  This position provides both operational and programmatic support to the agency.  The Deputy Administrator participates as an active member of the Financial Services Management Team and Agency Deputy’s Group demonstrating leadership competencies for employee development, performance management, a focus of continuous quality improvement, incorporation of LEAN/Quality improvement into our daily activities, and customer engagement that will further the organization’s mission.

The Deputy Administrator provides leadership for operational effectiveness and efficiencies by managing the Central Administration Budget and Operations Section and the Office of Accounting and Grant Services.  



	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.


	Participate as an active member of the Agency Leadership Team providing strategic financial and operational leadership.
Provide leadership in partnership with the CFO for the Financial Services Division by updating and monitoring agency and division financial and operational policies, leading the division strategic planning activities and reporting, updating and monitoring agency strategic plan performance measures assigned to Financial Services, overall performance management and measurement, and incorporation of LEAN/quality improvement into our daily activities.

Manage the activities for central administration finance and operations, accounting, and grant services.  Provide leadership and management support, accountability for the services provided to the agency, customer engagement, and employee development.  Include leadership in the development of the agency’s indirect cost proposal.
Represent the division in agency policy, information technology and administrative matters through participation in the department’s Deputy’s Group, influencing consistency of policies across the agency.  Provides strategic direction for 
agency IT development as part of the IT Governance Group as well as policy development and implementation support on policies adopted by the Agency Executive Leadership Team.
Provide leadership for the Agency Financial Operations Group (FOG) to ensure group is actively engaged in the day to day financial operations and coordination of financial and budgetary matters to support divisional and cross-divisional approaches for sound financial management throughout the agency.  The Financial Operations Group partners with and advises the Chief Financial Officer and makes recommendations to the Deputies Group or Agency Leadership Team for agency level decision-making as appropriate.

Participate and provide leadership for the agency and division emergency preparedness and response activities related to fiscal and contracting.  Serve in the Finance and Administration Chief role in the Agency Coordination Center (ACC) as needed during activations.  Liaison with the Agency Duty Officer and Agency Coordination Center Director in emergency preparedness and response activities for coordination of roles of the ACC versus Financial Services.

Ensure compliance with department, state, and federal policies and regulations relating to financial systems and internal control. 
Ensure the division completes Performance and Development Plans in a timely manner and provides feedback that promotes professional development.




	Accountability – Scope of Control and Influence

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


	This position reviews all Financial Services policies and procedures, providing updates to comply with changing state or federal regulations for implementation agency-wide.  This position has substantial influence in financial policy and procedure changes that are presented to the DOH Policy Committee for final approval.

Union-Management issues are also managed by this position, including attending demand to bargains requested by the union for activities within Financial Services.  
This position manages resources for central administration financial and operational management as well as accounting and grant services.




	Describe the scope of accountability.


	Within broad policy guidelines, the position exercises significant independent and collaborative decision-making for management decisions for the division including:

·  Financial Services policy and procedure development;

· Sensitive and confidential personnel issues to include hearing grievances, reasonable accommodation requests, and disability separations.

· Mentoring and coaching Financial Services Budget and Operation staff and Accounting and Grant Services staff;

· Maintaining and updating the Financial Services strategic plan; and
· Leading and reporting on performance metrics.


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


	The entire agency may be affected if financial policies are not thoroughly analyzed for accuracy.  Audit findings may result and organizational efficiencies may be eroded.  Sensitive personnel issues not properly addressed could result in grievances or civil suits filed against the agency.

Errors in processing and management of accounting and grant services inconsistent with state and federal regulations can result in audit findings and loss of funding.


	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 overall financial management of the Central Administration budget which consists of 208 FTEs with a biennial operating budget of $52 million, derived through agency indirect cost pool and direct general fund state or grant funding. 

· Financial Services employs 69 FTEs, with a biennial operating budget of $10.8 million, derived through the agency indirect cost pool.   This position works directly with the Chief Financial Officer and the FS office directors in the day-to-day management of these resources and to develop budget proposals and adjustments.  
· Additionally, this position will be responsible for management of the Financial Services Chief Financial Officer’s budget and the Accounting and Grant Services budget, which includes 44 FTEs with a biennial budget of $7.1 million.


	Other financial influences/impacts.


	


	Supervisory Responsibilities

	Supervisory Position: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

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

44 FTEs total oversee.  3 FTEs directly supervise and WMS2 is the highest position title.


	Decision Making and Policy Impact


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


	This position ensures agency fiscal policies are implemented consistently across all divisions.  This position participates as a member of the Agency Leadership Team. Serves as Deputy Administrator.  Act on behalf of the CFO when absent with full delegated authority.




	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. 


	Decisions on resource allocations for central administration budget and operational management and accounting and grant services are made in consultation with the CFO.

This position is responsible for making recommendations on agency administrative policies and procedures for department Director’s approval.

This position consults with and makes recommendations to the CFO on sensitive or confidential personnel issues including disciplinary actions and terminations.
Provides recommendations to Agency Leadership Team on financial management, policies and procedures.

Develops recommendations for Executive Leadership Team on resource allocations for central administration and agency financial resources.




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


	This position participates in the final decisions on agency policies and procedures, as well as sensitive personnel issues affecting the division.



	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 require both tactical and strategic outcomes.  The position is required to interpret broad policies for application among programs.  Technical knowledge of OFM, DES and federal guidelines is needed to determine the parameters for decision making.


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


	The consequences of poor administrative or programmatic policy decisions could negatively impact the services to our internal and external customers.  Faulty personnel decisions may result in grievances or civil suits.  Errors in processing and management of accounting and grant services inconsistent with state and federal regulations can result in audit findings and loss of funding.




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

	Required Education, Experience, and Competencies.


	· Five (5) or more years of experience in the following:

· Supervising and/or managing staff in financial management systems, policies, and practices.

· Experience working with complex budgets and grant development and maintenance, as well as statistical analysis and reporting.

· Demonstrated experience in the following:

· Organizational development and strategic planning experience to support financial management.

· LEAN and Quality Improvement facilitation and management experience, including integration of problem solving at all levels with a focus on the customer.

AND, the following Competencies:

· Demonstrates self-awareness, self-management, ethics, integrity, and continual growth and learning;  

· Demonstrates interpersonal awareness and the ability to be inclusive;

· Demonstrates organizational and political awareness, effective relationship building skills, and effective decision making;

· 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; and
· Demonstrates ability to integrate varied and diverse functional areas for decision making and designing operational processes that optimize agency resources.


	Preferred/Desired Education, Experience and Competencies.


	A Bachelor’s degree or higher in Business Administration, Public Administration, Public J=Health, or a closely allied.


	Special Requirements/Conditions of Employment

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


	


	Working Conditions

	Work Setting, including hazards: 
	Work is performed almost exclusively indoors in an office environment.  Working environment is fast paced with some travel outside office required.

	Schedule (i.e., hours and days): 
	Position is overtime exempt.  Willing and able to work in excess of 40 hourse per week to meet program needs and critical deadlines.  

	Travel Requirements: 
	Position requires some travel between the agency's work locations as well as other state agency locations.  Occasional overnight travel may be necessary to attend or present at meetings in state.

	Tools and Equipment: 
	Office duties require use of standard office furniture and equipment, e.g., desks, files, cabinets, computer, projector, phone, fax machine and copy machines, etc.

	Customer Relations: 
	Build effective working relationships with internal DOH staff, Agency Leadership, other state agency staff, and other external partners. 

	Other: 
	This position must be able and willing to work in the Agency Coordination Center if and when it is activated for an emergency.


	Acknowledgement of Position Description

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

	Date:


	Supervisor’s Signature (required):



	Date:


	Appointing Authority’s Name and Title:

Signature (required):



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

	Date:


	Employee’s Signature: 




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