Washington Management Service (WMS)
Position Description

	Position Title:

Workforce Planning Manager
	Position Number/Object Abbreviation:

71033477

	Incumbent’s Name (If filled position):

Vacant
	Agency/Division/Unit:

DOH/HSQA/Office of the Assistant Secretary

	Address Where Position Is Located:

Tumwater, WA 
	Work Schedule:

Part Time  FORMCHECKBOX 
   Full Time  FORMCHECKBOX 

	Overtime Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Supervisor’s Name and Title:

Sam Marshall, HSQA Deputy Assistant Secretary
	Supervisor’s Phone:

360-236-4767

	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 mission of the Department is to protect and improve the health of people in Washington State. The division of Health Systems Quality Assurance is responsible for the oversight of Washington State’s health care delivery system which includes licensing and regulating over 400,000 health care professionals and 7,000 facilities. HSQA also works closely with communities and local health partners to build strong health systems and prevention programs across the state to help ensure communities have access to good health care and emergency medical services. 

This position reports to the HSQA Deputy Assistant Secretary, serves on the HSQA Leadership Team, and manages the continuity of operations planning, workforce planning, and organizational development administrative functions for the division. 


	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 strategic workforce planning and analysis, organizational development and continuity of operations planning (COOP), for HSQA.   
Strategic Workforce Planning: Work closely with the Office of Human Resources to support human resource activities across the division including recruitment and hiring, classification and pay, training and recognition. Manages the development and implementation of workload staffing models to identify the staffing levels required to perform large production processes. 
Staff and Organizational Development: Provide the vision and leadership to analyze performance data and develop strategic staffing, succession and staff development plans to position the division to meet critical patient safety timelines.  Provide operational leadership of workforce related administrative functions including oversight of annual review cycles, and professional development programs. 

Continuity of Operations Planning: Oversees the development and maintenance of the HSQA Continuity of Operations Plan (COOP) which is essential to the agency’s ability to support statewide access to health care in the event of an emergency or significant disruption of services.  Provide operational leadership of COOP exercises.
Workplace Safety and Wellness Management: Serve as representative for agency initiatives related to workplace safety and health.  
This position works with HSQA as a whole and its senior managers to integrate strategic organizational development, workforce planning and COOP development into their respective responsibilities. This position is also a member of the division leadership/management team, contributing to the overall management of the division. 


	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.


	Manage the division strategic workforce program, in close collaboration with the DOH Office of Human Resources:

· Responsible for overseeing divisional processes for human resource activities including recruitment and hiring, classification and pay, training and recognition.
· Manage the development, implementation, and evaluation of strategies and practices regarding workforce retention, employee recognition, employee development, succession planning, and employee satisfaction to ensure the workforce’s ability to achieve organization’s goals and objectives.

· Consult with senior managers and supervisors to identify workforce requirements to achieve the division’s short and long-term goals and objectives.
· Serve as a confidential advisor to division executives on organizational development, workforce development, staffing and recognition. 
· Develop and execute strategies for managing organizational change that balances the expectations and needs of the division, department, its employees and other stakeholders. 
· Consult with senior managers to develop tools and training in support of succession planning for the division.
· Analyze business processes and performance data to develop workload staffing projections and models.

· Develop future workforce profile and demand forecasts, and evaluate against the current workforce profile to identify gaps, discrepancies and/or conflicts.

· Develop and implement strategies to resolve gaps, discrepancies and/or conflicts between future workforce needs and present workforce profile.
· Develop and implement strategies to resolve gaps between existing staff knowledge, skills, abilities and core competencies and those required to reach desired performance outcomes within the HSQA strategic plan.

· Review position descriptions for quality, consistency, and alignment across the division. Identify and communicate areas for improvement, and monitor implementation of changes.
· Analyze legislation, financial resources, and current organizational performance to identify optimal budgeting and deployment of staffing resources.

· Research best management practices to support telework to senior division managers and supervisors.
· Review division position descriptions, procedures, and continuity of operations plans to ensure consistency and integration of resources, roles, and responsibilities. 
· Identify recruitment strategies to increase the percentage of diverse candidates that apply for division positions.  Identify and implement best practices for interviewing and selecting candidates.  

· Manage procurement and contract management activities in support of workforce management, and staff and organizational development.
Manage and supervise the COOP program for the division:

· Direct the development of a COOP framework within HSQA that complements the DOH COOP program framework.

· Represent the division on the agency COOP workgroups.   

· Consult with executive leadership as the division expert on COOP.

· Oversee the development and maintenance of the HSQA COOP that supports business continuity in the event of an emergency or significant disruption of services.

· Direct the development of division-level work plans (including goals, tasks, responsibilities and timelines) for completing HSQA COOP activities.

· Lead the division in developing and completing exercises to test the COOP.  Recommend changes to the COOP based on lessons learned.
Serve as a member of the Health Systems Quality Assurance Leadership Team that provides leadership and direction for the division:
· Represent the division on agency workgroups as assigned to recommend agency policies and guidelines, and implement Governor’s Executive Orders. Contribute to the implementation of agency-wide projects within HSQA. 
· Develop division administrative procedures for workforce planning and COOP; serve on the division Procedures Oversight Workgroup chartered to develop, review and recommend division-wide procedures for adoption.
· Participate in policy and procedural decisions related to the work of the entire division.  
· Analyze division Decision Packages and proposed legislative bills for FTE and staffing implications. Propose staffing changes to legislative proposals and initiatives to accurately represent the level of effort required for successful implementation.
· Interpret information related to the organization’s operations and workforce from internal and external sources in order to contribute to the development of the organization’s strategic plan. 

· Develop and implement strategic goals, objectives, and performance measures.  

· Develop and implement strategies to resolve gaps, discrepancies and/or conflicts between HSQA human resources processes and practices and agency standard human resource policy and practice. 




	Accountability – Scope of Control and Influence

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


	Directly responsible for supervising 1 FTE.

As a member of the HSQA Leadership Team, this position significantly influences the following for a division with over 500 FTEs and a budget of $140 million:

· FTE management;

· Workforce and operational procedures, practices and processes;
· Overall division organizational structure, business priorities, and staffing allotments. 

· Provides guidance and executes plans to integrate administrative activities within the division and effectively allocates and deploys public resources;

Manages division-wide workforce planning, modeling and implementation to support program management, budget development, emergency management, and staffing. 

Manages the COOP program for the division, and influences agency COOP strategies and goals. Oversees the development and maintenance of the HSQA Continuity of Operations Plan and influences division processes that will be relied on in the event of an emergency or significant disruption of services.  

Monitors workforce related administrative practices, policies, procedures and goals for consistency with the division. Provides recommendations and proposals to the HSQA Deputy Assistant Secretary for consideration by the Deputy Assistant Secretary’s Group that adopts agency administrative policies and procedures.



	Describe the scope of accountability.


	Serves as a member of the Health Systems Quality Assurance Leadership Team that provides leadership direction and accountability for the division with over 500 FTEs and a budget of $140 million.

Responsible for the management of the division’s COOP development and validation processes. Because the division is responsible for health care provider licensing and enforcement, during an emergency or disaster the quality and completeness of the HSQA COOP plan will be essential to maintaining access to healthcare statewide. 
Leads division-wide workforce planning that directly influences program management and performance, budget, emergency management, and staffing. 



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


	Ineffective planning, guidance, and implementation of COOP, organizational development plans, or workforce analysis and staffing plans could result in:

· Inappropriate use or loss of state resources.

· Difficulty in recruiting and retaining qualified employees and lowered morale, employee engagement, and ultimately organizational productivity.

· A risk to patient safety and public health due to the inefficient use of resources or lack of preparedness in the event of an emergency or significant disruption of services.

· Audit findings.

· Loss of public confidence.

· Unfavorable media attention.



	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.


	No budget directly controlled beyond $1,000 signature authority; this position is part of the Office of the Assistant Secretary, whose budget is directly controlled by the Deputy Assistant Secretary and Assistant Secretary.


	Other financial influences/impacts.


	Approximately 85% of the division’s $140 budget is used to fund over 500 FTEs. This position analyzes new legislation and existing and new financial resources to develop workforce staffing plans that distribute and align HSQA staffing resources across the division.

Provides workforce analysis information for the development and monitoring of the organization’s overall budget. 
Works with the Office of Human Resources and HSQA division executives to develop organizational development and workforce retention strategies that directly influences division productivity and expenditures.
Provides guidance and executes plans to integrate administrative activities within the division and effectively allocates and deploys public resources.



	Supervisory Responsibilities

	Supervisory Position: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

If yes, list total full time equivalents (FTEs) managed and highest position title.
Manages one FTE, the highest class position is at the Health Services Consultant 4 level.


	Decision Making and Policy Impact


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


	Serves as a member of the Health Systems Quality Assurance Leadership Team that provides leadership direction and makes policy and procedural decisions related to the work of the entire division.  
Oversees the development and execution of the division COOP.  

Leads division-wide workforce planning to positively impact program management, emergency management, budget development, and staffing. Develops recommendations for implementing division staffing received from new legislation and proposes FTE use plans based on observed need, changing priorities and programmatic request for an organization with over 500 FTEs.
Monitors administrative practices, policies, procedures and goals for consistency with the agency’s. Provides recommendations and proposals to the HSQA Deputy Assistant Secretary for consideration by the Deputy Assistant Secretary’s Group (CAG) that adopts agency administrative policies and procedures.

This position actively participates in ongoing and ad hoc agency workgroups and committees that develop and lead process improvements, implement Governor Executive Orders, and recommend agency policies, guidelines, and quality controls. 


	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. 


	This position is expected to identify opportunities for creative problem solving and contribute original unique thinking on solutions for complex issues.  This position makes significant recommendations based on expertise and knowledge of workforce planning and analysis, change management and organizational development principles and management skills and abilities. 
Examples of recommendations made to the Deputy Assistant Secretary and/or Assistant Secretary include: 

· Staffing plans that allocate and deploy resources to meet legislative mandates, division priorities, and accomplish the division’s strategic plan.
· Strategies for continuity of operations during a disaster or emergency.

· Strategies for streamlining division hiring practices.

· Succession planning strategies for developing staff and avoiding key vacancies.
· Budget allotments based on turnover statistics and workforce development needs.

· Agency policy revisions to be considered by the Deputy Assistant Secretary’s Group for adoption.

· Division-level procedures as a member of the HSQA Leadership Team responsible for approvals.

· HSQA strategic plan goals, strategies, objectives, and performance measures as part of the HSQA Leadership Team.

Recommendations made to HSQA Leadership Team members/HSQA Office Directors include:

· Workforce planning and development strategies and solutions to address critical gaps or leverage strategic opportunities. 

· Strategies, quality improvement initiatives and performance measures to support agency goals and objectives.
· Organizational development and change management initiatives to improve division performance and employee morale.

· Solutions to ensure activities and policies of the division are focused, consistent and coordinated.




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


	This position has the responsibility for making decisions on:

· Standard language for position requirements that meet best practices and encourage the recruitment of a diverse work force.

· Methods for conducting workforce and organizational development assessments and identification of strategies and solutions to address gaps and leverage resources; methods for projecting staffing needs based on work activities.  

· Management of contracts that fulfill workforce development, resource analysis, and personnel investigations. 
· Assessments of HSQA internal human resource management processes to meet agency standards and address division business needs. This position reviews all position descriptions for consistency and integration across the division and alignment with division procedures and continuity of operations plans. 
· Development of supervised staff’s position descriptions, position requirements, evaluations, and the acquisition of new skills and abilities.


	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 makes decisions and recommendations that are both tactical and strategic in nature. Working with agency Office of Human Resources (OHR) and senior HSQA managers, this position develops strategic and tactical plans for meeting division workforce needs to support business objectives and strategies.

This position conducts strategic workforce planning that contributes to biennial budget development, short and long-term hiring strategies, and the development and monitoring of staffing plans to recruit and deploy resources.
This position takes a strategic view of division position descriptions, procedures, and continuity of operations plans to ensure consistency and integration of resources, roles, and responsibilities. 

This position is expected to identify opportunities for creative problem solving and contribute original unique thinking on solutions for complex issues.  The position applies expertise in the fields of human resource management, organizational development, strategic planning, quality improvement and public administration.



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


	Poor planning, guidance, and development of strategic plans, continuity of operation plans, organizational development plans, or workforce analysis and staffing plans could significantly limit the division’s ability to protect public health and patient safety and:
· Inappropriate use, loss of, or inefficient use of state resources.

· A risk to patient safety and public health due to ineffective planning or lack of preparedness in the event of an emergency or significant disruption of services.

· Lowered morale, employee engagement, and ultimately organizational productivity.

· Audit findings.

· Loss of public confidence.

· Unfavorable media attention.


	Qualifications – Knowledge, Skills, and Abilities 

List the education, experience, licenses, certifications, and competencies.

	Required Education, Experience, and Competencies.

	A Bachelor’s degree with focus on business, human resources, social or organizational behavioral sciences, or related field and five years of broad-based professional human resource experience, including facilitating organizational development or change, advising and consulting on human resource issues and strategic workforce planning. Experience may substitute for education on a year for year basis.
Knowledge of Washington State laws, policies, systems and practices pertaining to contracting, human resource management, workforce planning and organizational management.

Knowledge and skill in Workforce Planning and Organizational Management – Use knowledge and experience in workforce planning and organizational management to support effective planning and staff development and utilization within HSQA.  Demonstrated knowledge in human resource classification, compensation, recruitment, selection, affirmative action, diversity, staff  and leadership development and training, career counseling, employee recognition and motivation, organizational analysis or development, interpretation and application of laws, rules, policies and procedures and quality consultation relating to human resource management.

Knowledge and skill in Continuity of Operations Planning – Ability to translate division work into essential functions, think strategically and work with executive management and key staff to develop detailed time-specific plans. 
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.

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.  
Ethical Conduct – Demonstrates consistent honesty, forthrightness and professionalism in all interactions.  Respects and maintains confidentiality. Avoids inappropriate situations and actions which present the appearance of a conflict of interest. Avoids misrepresentation. Does not misrepresent self or use position for personal gain. Uses the public’s funds and resources appropriately. 

Achievement Orientation – Contributes value through personal contribution, technical knowledge, and group achievements. Makes efficient use of available time and resources. Meets productivity standards, deadlines and work schedules. Provides products and services that consistently meet the needs and expectations of customers. Consistently produces accurate and timely work. Accepts personal responsibility for the quality and timeliness of work. Acknowledges and corrects mistakes. Communicates and measures results accurately. 

Cultural Competency – Models and facilitates the development and integration of cultural, ethnic, and gender sensitivity and competence. Actively seeks out different points of view and leverages the benefits of different perspectives. Develops solutions that take into account cultural differences. Facilitates and encourages the development of a diverse workforce. Educates self about the impacts and benefits of diversity through study and analysis. Integrates cultural, social, and behavioral factors in the delivery of services. Uses appropriate methods to interact professionally, sensitively, and effectively with persons from all cultural, racial, social, economic, educational, ethnic and professional backgrounds, of all ages and lifestyle preferences.

Development and Continual Learning – Demonstrates an ongoing commitment to learning and self-improvement. Actively works to continuously improve job effectiveness and efficiency. Knows own strengths and applies them effectively; knows personal strengths and weaknesses. Uses failure as an opportunity to learn from past results and continues to learn and grow. Accepts personal responsibility for developing talents and knowledge. Actively acquires new skills and abilities. Seeks information and ideas from many places. Learns from others. Accepts and uses feedback from others.

Communication – Demonstrates ability to effectively give and receive information both orally and in writing to diverse audiences. Communicates clearly and concisely avoiding bureaucratic language and jargon whenever possible. Demonstrates understanding and empathy with the listener or reader. Responds timely to emails, phone messages, and mail. Participates in meetings in an active, cooperative, and courteous manner by following ground rules. Effectively uses the media, advanced technologies and community networks to communicate information. Shares appropriate information internally and externally. Anticipates and resolves disagreements and conflicts constructively. Communicates with tact and discretion. Listens well and accurately conveys others ideas. Composes clear, direct, and succinct written messages that effectively convey ideas or information to the intended reader. Recognizes when language requires adjustment to achieve understanding by differing readers, and rewords messages accordingly. Accurately emphasizes the most important and pertinent points in a body of information that results in quick understanding of the material’s essence. Organizes the flow of information in a document/report so that facts or ideas build upon one another logically to lead the reader to a specific conclusion.

Leadership – Coaches, inspires, and motivates staff and others to accomplish agency mission. Approaches problem-solving holistically and systematically. Empowers others to take action by appropriately delegating responsibility with associated authority. Promotes a safe, healthy, productive and cooperative work environment. Sets clear, reasonable expectations and follows through. Determines and effectively models when and how to include risk taking in strategic actions. Vigorously pursues a compelling and shared mission, vision, and key values. Organizes people and resources toward the effective and efficient pursuit of predetermined objectives. Creates a culture of ethical standards by demonstrating ethical behavior and impressing its importance upon others. Earns the trust of others by consistently being an exemplary role model. Works effectively within the authorizing environment to promote service delivery and meet customer and stakeholder expectations.

Proficient in the following DOH Core Competencies:

· Analysis and Problem Solving:  Demonstrates ability to address problems with new and effective solutions.

· Customer Service Orientation:  Consistently demonstrates to customers an interest in them and in solving their problems. 

· Interpersonal Skills:  Adapts to and works effectively with a variety of situations and people.

· Professional and Technical Competence:  Applies professional and technical knowledge and skills to fulfill job requirements.  

· Organizational Relationships: Collaborates with partners and stakeholders to improve agency performance

· Strategic, Financial, and Project Planning: Aligns activities and resources with the mission and strategy of the organization.




	Preferred/Desired Education, Experience and Competencies.
A Master’s degree or higher.

Management experience in the Washington State management system including knowledge of human resource management, legislative activities and budgeting.

Five years of experience:

·  Supervising staff.
· Serving in a leadership capacity for an organization of more than 100 employees.
 

	


	Special Requirements/Conditions of Employment

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


	


	Working Conditions

	Work Setting, including hazards: 
	This position performs work in an indoor, office environment that is on a tobacco and scent-free campus..  Work typically requires working for extended periods of time at a computer and participating in meetings. Must be willing and able to work in a fast paced environment with multiple assignments and priority deadlines. Must be able to transition easily between tasks and multiple interruptions.  

	Schedule (i.e., hours and days): 
	This position is overtime exempt. Schedule is primarily Monday-Friday, 40 hours per week.  Occasionally requires work in excess of 40 hours per week to meet critical deadlines.  

	Travel Requirements: 
	May occasionally require statewide travel

	Tools and Equipment: 
	Operates office equipment such as desktop and laptop computers, printer, multiple-line telephone, and copy machine. 

	Customer Relations: 
	This position is required to meet frequently with internal and external stakeholders in a variety of settings.

	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:

Sam Marshall, HSQA Deputy Assistant Secretary
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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