Washington Management Service (WMS)
Position Description

	Position Information

	Position Title:

Workforce Development Manager
	Position Number/Object Abbreviation:

71031975

	Incumbent’s Name (If filled position):

Vacant
	Agency/Division/Unit:

DOH / Administrative Operations / Office of Human Resources

	Address Where Position Is Located:

Town Center 1 - 101 Israel Rd SW, Tumwater, WA 98501
	Work Schedule:

Part Time    Full Time 
	Overtime Eligible:

Yes    No 

	Supervisor’s Name and Title:

Courtney Dutra, Chief Human Resources Officer
	Supervisor’s Phone:

360-236-4406

	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 is the Workforce Development Manager for the Washington State Department of Health. This position reports directly to the Chief Human Resources Officer in the Office of Human Resources (OHR). OHR provides the strategic and operational framework for all personnel and workforce activities to support the agency in meeting its mission. OHR ensures the agency works within the framework of state and federal laws, oversees liability issues related to human resource actions and provides guidance and support to the agency on labor relations, operations, employee relations, recruitment, training, leave and benefit issues. OHR partners with senior agency management to help influence and direct agency policy and support on strategic issues and direction for the agency.

The Workforce Development Manager leads the agency’s training and development team ensuring employees receive the resources they need to help them do their jobs successfully. This position will also serve as the HR Project Manager, responsible for leading implementation of new programs and operational enhancements within the Office of Human Resources.
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	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. 

	Develop, implement and oversee the agency’s enterprise workforce development and training program including framework, succession planning employee development, leadership and project management. Sets and implements policy, ensuring compliance with laws and regulations regarding required training, identifying priorities at the enterprise level and addressing emerging and changing workforce development needs. Oversee the development of curriculum including leadership competencies, technical training, supervision and leadership and requirement by law, local, state and federal entities.

	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.

	Plan, lead and organize the management and administration of the statewide training program for the Department including oversight of the framework, development, delivery and review of training.

Supervise staff responsible for building curriculum, delivering training, implementing policy, and providing organizational development and leadership support for the agency.

Partner with agency executive leadership to prioritize and gain support for agency training needs.

Create and maintain training delivery system and plan to ensure training needs are met and communicated.

Manage a central training budget for mandatory training as well as requested needs for agency staff to meet the core mission of the agency.

Agency point of contact for external partners and customers for training and development activities.

Lead the implementation of new programs and operational enhancements. This work may involve leading and directing project teams consisting of a variety of team members within the Office of Human Resources along with various divisions and programs of the agency including communications, technology, finance and other operational areas. 

	Accountability – Scope of Control and Influence

	Provide examples of the resources and/or policies that are controlled and influenced. Examples of resources controlled by the Workforce Development Manager include personnel (two Human Resource Consultants), training budget, consultants, and purchased and personal services contracts. Examples of policies controlled include HR 07.009 Human Resources Development Plan. Influences agency policy in regards to human resources and communications. 

	Describe the scope of accountability. Oversight of the agency’s enterprise workforce development and training policy and program, specifically through agency and State Human Resources’ direction. This position, through the Chief Human Resources Officer, will influence senior management on the prioritization for training and funding resources. 

	Describe the potential impact of error or consequence of error (impacts unit, division, agency, state). Potential impacts of errors or consequences of errors include the inability for our employees to delivery on the agency’s mission and/or jeopardizing the safety and health of the employees and public if they do not receive the required training needed to carry out their responsibilities. We are also at risk of losing funding or violation of the law, as much of the agency’s funding is dependent upon required training for our staff and that of our partners.

	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 does not have direct oversight of a budget, but recommends spending for the training program as part of the Human Resources budget. 
Other financial influences/impacts.

· This position will influence funding for a variety of mandatory training requirements, including setting priorities, creating necessary legislative requests for training activities and influencing the agency’s prioritization for training needs at the enterprise level.

	Supervisory Responsibilities

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

Direct reports include two FTEs:

· Human Resource Consultant 4 (2)

	Decision Making and Policy Impact

	Explain the position’s policy impact (applying, developing or determining how the agency will implement).
Develop and implement agency policy for training and workforce development. Decisions with broad policy impact across multiple programs or impacting the nature of the agency’s work will be raised to the Chief Human Resources Officer with recommendations and action plans for implementation.

	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. 
Agency expert on workforce development, leadership and training activities. Set policy and direction for agency on all areas involving training and development. Serve as the agency point of contact and expert working with local health jurisdictions and state and federal partners on these policies and issues. Oversight of mandatory and required training that will impact funding, legislation and future activities. Ensures practices, standards, and policies are administered consistently and efficiently across the agency. 

	Explain the major decision-making responsibilities this position has full authority to make.
Authority to make policy decisions on the agency’s mandatory training requirements. Decisions will ensure the agency is in compliance with laws, rules and grant requirements across the agency. Responsible for coordination and participation for the agency with external partners, involving both a workload and possible budget commitment for the agency. Responsible for all training infrastructure decisions including use of IT tools, website interaction and use of technology in the delivery and tracking of training across the agency including reporting mandatory and specifically-identified training.

	Describe whether decisions are of a tactical or strategic nature and how decisions are made. For example, is there known precedent, is it somewhat unfamiliar, or unknown and unexplored?

Decisions are both tactical and strategic. At the strategic level, this position is unique to the agency and will be making policy decisions that impact the entire agency. Decisions of this type will include mandatory training curriculum, required training activities and speak on behalf of the agency to our external partners. There are no standards for these type of decision and this position will be expected to develop policies and make decisions in areas with little definition or procedures. This position will ultimately be influencing the agency’s decisions as well as our external partners based on our role in the greater public health world. There is a clear lack of direction and policy in the area of workforce development and this position is expected to influence and direct the work for the larger public health platform in this area.

Tactical issues will include daily management of the infrastructure and training and development program for the agency. 

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

Agency’s funding and good-standing depend on the expertise, qualifications and skills of our employees. This position is responsible for ensuring that across the agency we incorporate required needs including those outlined in law and by grant funding requirements. Failure to train staff and document such training across the agency can result in violation of law, fines and loss of funding.  

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

	Required Education, Experience, and Competencies:
Current or previous supervisory/management experience with a demonstrated track record of human resource and personnel management work history. 

LEADERSHIP: Proven leadership experience developing, mentoring and leading teams. True team leader with energy, positive attitude and a strong commitment to customer service.

COMMUNICATION: Outstanding relationship-building skills across all business lines. Strong written and verbal communication skills. Proven ability to negotiate/mediate disputes. Skills to build coalitions among constituent and stakeholder groups. Ability to analyze data to produce meaningful information and communications and presentations.

HUMAN RESOURCE MANAGEMENT: Strong knowledge and experience both consulting and managing teams. Knowledge of labor law and regulations, risk management, principles of human resource management, workforce development and  policy development and analysis.

TECHNICAL SKILLS: Highly developed software skills including proficient use of Word, Excel, PowerPoint and Outlook.

Exceptional work ethic, organizational skills and can-do attitude. 

PROBLEM-SOLVING: Builds a logical approach to address problems or opportunities or manage the situation at hand by drawing on one's knowledge and experience base and calling on other references and resources as necessary. Highly creative and resourceful.

PERFORMANCE MANAGEMENT:  Strong knowledge of managing for performance. Demonstrated ability of driving operational performance metrics down through the organization, establishing accountability at all levels of the organization.
PROJECT MANAGEMENT: Utilize project management expertise to manage cross-division projects to enhance the operational effectiveness and customer experience for the agency.
Values Differences/Respect:  Recognizes the value that different perspectives and cultures bring to an organization.  Actively seeks to understand the life and work experiences, skills, talents, cultures, ancestries, and histories of our employees and the public to better serve everyone.  Takes the time to ask “questions for understanding” and fully considers other points of view before making decisions.



	Preferred/Desired Education, Experience, and Competencies.
WA STATE EXPERIENCE: Senior-level Washington State management experience including knowledge of legislative activities, budgeting, and human resource management.
WORKFORCE DEVELOPMENT: Curriculum development and delivery. 

HUMAN RESOURCES: Washington State government human resource operational experience.
LEADERSHIP: A minimum of three years of senior level management experience with a demonstrated track record of human resource and personnel management work history.
STAKEHOLDER MANAGEMENT:  Experience in managing a program or operation involving outreach to broad, diverse, and public-facing groups and organizations. 

DEGREE:  BS or BA and/or graduate level degree(s) – organizational development or leadership degree preferred.
STRATEGIC PLANNING:  Responsibilities for strategic planning and implementation across an enterprise.

CONTRACT MANAGEMENT:  Experience in negotiating and managing vendor contracts. 

	Special Requirements/Conditions of Employment

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

	

	Working Conditions

	Work Setting, including hazards: 
	Office Setting

	Schedule (i.e., hours and days): 
	Full-Time

	Travel Requirements: 
	Some required (Washington State primarily)

	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:

Courtney Dutra, Chief Human Resources Officer
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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