Washington Management Service (WMS)
Position Description
For assistance completing this form, contact your WMS Coordinator.
	Position Information

	Position Title:

Equity and Social Justice Manager (WMS 2)
	Position Number/Object Abbreviation:

71079983

	Incumbent’s Name (If filled position):

     
	Agency/Division/Unit:

DOH/Emergency Preparedness and Response

	Address Where Position Is Located:

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

Part Time  FORMCHECKBOX 
   Full Time  FORMCHECKBOX 

	Overtime Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Supervisor’s Name and Title:
Kennly Asato, Deputy Assistant Secretary
	Supervisor’s Phone:

(360) 236-4087


	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 Department of Health (DOH) is to protect and improve the health of people in WA. The mission of the Division of Emergency Preparedness and Response is to strengthen all-hazards preparedness capabilities and build strategic partnerships to minimize the health impacts the people of Washington experience resulting from major emergencies and disasters. When we are successful, these efforts will directly support mission of the DOH, which is to protect and improve the health of people in Washington state.

The Equity and Social Justice Manager develops/designs/creates, leads and oversees implementation of DOH initiatives to promote diversity, inclusion, cultural humility, equity, and social justice throughout the Emergency Preparedness and Response division. This position provides expert consultation and guidance to offices and programs on these topics and oversees alignment with the agency’s commitment and approach on these matters. This position will oversee the division’s Equity Impact Assessments, Cultural and Linguistic Appropriateness Review, and Accessibility Review and integrate this review into the operations of the division’s planning and policy efforts. 
This position serves on the EPR Division Leadership Team and is part of the agency’s Equity and Social Justice Collaborative. They work closely with division staff, agency leadership (especially the Community Relations and Equity Team within the Center for Public Affairs), other state agencies, tribal public health leaders and program representatives (as appropriate), community-based organizations and impacted communities. This position reports directly to the Deputy Assistant Secretary.


	Position Objective

Describe the position’s main purpose, include what the position is required to accomplish and major outcomes produced. Summarize the scope of impact, responsibilities, and how the position supports/contributes to the mission of the organization. 

	The position recommends and leads policy, system, environmental, planning and process changes within the division to advance equity and social justice. Changes implemented are expected to align with agency and enterprise-level efforts within the agency and public health system. Key responsibilities include:
· Advise, guide and lead the Division Leadership Team to address implicit bias, anti-racism, diversity, equity, inclusion and social justice through discussions, training, education, practice, system and policy change efforts. Work with Division Leadership Team to bring this material to division staff and implement as division standard.
· Support enterprise-level poverty reduction and anti-racism efforts in collaboration with other state agencies. 

· Identify/design, recommend and lead changes to address institutional inequities. 

· Conduct Equity Impact Assessments, Cultural and Linguistically Appropriateness Reviews and Accessibility Reviews.

· Support implementation of the agency’s Community Engagement Guide within the division and create a common language and commitment to engaging impacted communities and historically marginalized populations. 

· Provide supervision, mentorship, and direction to employees directly reporting to this position and ensure their work meets division and agency goals/objectives.

This position supports the agency mission by ensuring that equity, diversity, inclusion and social justice are integrated into policies, processes, programs, plans and decisions that protect and improve the health of people in Washington State, particularly those that are disproportionately impacted and historically marginalized. 



	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 Guide.

	LEADERSHIP: Lead equity, diversity, inclusion and cultural humility strategies and transformation within the division as part of the DOH Equity and Social Justice (ESJ) Collaborative. 
· Support office directors and division leadership in review of programmatic practices, plans, policies (including budget) and engagement efforts for issues of inclusion, equity and social justice. Recommend, elevate and/or lead changes at the organizational, state and federal policy level. Identify gaps and voices not at the table. Make recommendations and connections to community organizations, agencies and leaders.
· Partner with the division’s Community Resiliency program as well as other capability leads on how to better integrate community voice in development and updating of plans, training, exercises, and response operations. 
· Conduct Equity Impact Assessments on key division legislative and budget requests and advise the division Policy Director and other leaders on decisions.

· Conduct Cultural and Linguistically Appropriateness and Accessibility Reviews on high priority issues and advise office directors and/or the Assistant Secretary and Deputy Assistant Secretary on decisions.

ORGANIZATIONAL CHANGE: Lead transformational changes within the division’s internal practices, policies and culture to support the agency’s goals on advancing equity, diversity, inclusion and cultural humility. 

· Support agency-wide implementation of the Secretary’s Directive 19-01: Reaffirming DOH’s Commitment to Diversity, Inclusion, and Cultural Humility. 
· Serve as primary resource for integrating agency best practices for addressing biases within recruitment processes and hiring, retaining, and promoting a workforce that is reflective of the diversity of Washington State. 

· In partnership with the ESJ Collaborative – develop, deliver, and coordinate training and other educational opportunities/learning pathways that advance the agency’s goals of diversity, inclusion, and cultural humility. 
· Advise, guide and lead the Division Leadership Team to address implicit bias, anti-racism, diversity, equity, inclusion and social justice.

· Identify and create systemic strategies to integrate equity, diversity, inclusion and cultural humility into internal practices, staff development, new employee orientation, hiring, etc. in an effort to move away from the model of “one-person expert on equity.” 
ENGAGEMENT: Lead, oversee and integrate community engagement within programmatic efforts

· Mentor and advise staff and leaders on community engagement efforts in alignment with the agency’s Community Engagement Guide. 
· Develop additional division resources and processes as appropriate to support consistent engagement of impacted communities and people with lived experience. 
· Identify and elevate opportunities for change based on the outcome of division engagement efforts. 
· Monitor and revise engagement efforts when out of alignment with the agency’s Community Engagement Guide and approach.
ENTERPRISE EFFORTS: 

· Serve as an active member and partner on the agency’s Equity and Social Justice collaborative.

· Collaborate with other cross-agency ESJ advisors, consultants and the C4PA Community Relations & Equity team to advance and help implement agency strategic plan initiative around Equity, Diversity & Inclusion. 
OTHER DUTIES
· Participates in emergency response exercises and emergency events/high priority assignments as assigned.


	Accountability – Scope of Control and Influence

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

The Equity and Social Justice (ESJ) Manager oversees the division’s internal and external equity, diversity, inclusion and engagement activities. 
This position conducts and/or oversees Equity Impact Assessments on division legislative and budget requests and makes decisions about changes to these requests. 

The ESJ Manager assesses, analyzes, recommends, and collaborates with team members to address and recommend changes that impact how services are offered to communities throughout Washington State. 


	Describe the scope of accountability.

The ESJ Manager has the primary responsibility of envisioning and directing the division’s equity, diversity, inclusion and social justice work in alignment with the agency’s Equity and Social Justice Collaborative. The ESJ Manager must have advanced leadership and interpersonal skills and a dynamic understanding of past and current equity, diversity, inclusion, cultural humility, anti-racism and social justice strategies, approaches and theories of change. This position will supervise other employees supporting equity and social justice efforts at the division level. This position supports the division’s communication with tribal nations and tribal public health partners in collaboration with the agency Tribal Relations Director. This work is essential to ensuring the work of the division aligns with the agency and government’s commitment to equity, diversity and inclusion and that we fulfill our statutory agreement with tribal nations in Washington.


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

The division and the agency may be negatively impacted if recommendations and decisions made have unintended consequences, negatively impact relationships, cannot be implemented, are contrary to division and agency goals, or are at odds with federal or state laws. Failing to identify and mitigate potential risks could lead to mistrust, impacting community relations, loss of credibility and potential legal liability.

	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.

· N/A
Other financial influences/impacts.

· Provides equity review, input and recommendations on legislation proposals submitted for inclusion in the agency’s proposal to the governor.

· Provides equity review, input and recommendations on proposed draft legislation, rules, and policies prior to the Assistant Secretary’s final approval.

· Provides equity review, input and recommendations on grants, contracts and other division financial decisions.



	Supervisory Responsibilities

	Supervisory Position: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

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

2 Health Service Consultant 3s



	Decision Making and Policy Impact

	Explain the position’s policy impact (applying, developing or determining how the agency will implement).
The ESJ Manager applies state and agency policy regarding equity, diversity and inclusion within the Division. This position also reviews internal organizational policy and recommends and leads changes to improve the equity of program development, implementation and service delivery. This position also leads Equity Assessments of proposed policy and recommends division support or opposition.  The ESJ Manager also develops policies and procedures for addressing emergent issues in equity, diversity, inclusion and social justice within the division.


	Is the position responsible for making significant recommendations due to expertise or knowledge? If yes, provide examples of the types of recommendations made and to whom. 
Yes. The ESJ Manager is responsible for making significant recommendations on division policy to the Division Leadership Team about equity, diversity and inclusion.  Examples include recommending changes to programmatic or division policies and practices (state and federal); recommending changes to a division position on proposed legislation; and recommending changes to division budget and legislative requests.


	Explain the major decision-making responsibilities this position has full authority to make.
The ESJ Manager leads equity, diversity, inclusion, cultural humility and social justice work within the division and makes decisions about recommended actions to the Division Leadership Team. This position also makes decisions respective to how the work of the ESJ Collaborative is implemented within the division, including the agency strategic plan’s EDI initiatives. This position also conducts and decides the outcome of Equity Assessments, Cultural and Linguistically Appropriate and Accessibility Reviews.

	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?

The ESJ Manager makes both tactical and strategic decisions based on assessment, current knowledge and understanding of EDI principles and input from impacted populations and communities. This position must make decisions based on knowledge, analysis, input and experience. This position must be resourceful and identify gaps in personal or organizational knowledge and what is needed to fill them.
In many cases, the ESJ Manager is required to make decisions or provide recommendations on situations that are unknown or unfamiliar that impact programs on a strategic level. 

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

The Division depends on the ESJ Manager to provide sound advice to the Assistant Secretary, other members of the Division Leadership Team, program managers, staff and others within the agency. The consequences of recommendations or decisions could affect the division and agency’s credibility (and therefore risk), weaken or eliminate relationships with partners and impacted communities, negatively impact government-to-government agreements with tribal nations.

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

	Required Education, Experience, and Competencies.

Experience for both required and desired qualifications can be gained through formal professional employment, volunteer experience, lived experience or a combination. 

Education

· Option 1: A bachelor’s degree or higher from an accredited college or university in public health, community health, social work, health communication, public administration, business administration, or another field with demonstrable applicability; AND at least two (2) years of experience leading programs that focus on diversity and inclusion, equity, addressing health disparities, social justice, cultural humility, community engagement, and/or working with historically marginalized groups. 
OR

· Option 2: At least four (4) years of experience leading programs that focus on diversity and inclusion, equity, addressing health disparities, social justice, cultural humility, community engagement, and/or working with historically marginalized groups. 
Demonstrated Experience

· Developing and conducting training. 
· Leading and/or facilitating difficult conversations on topics that relate to diversity and inclusion, oppression, racism, and/or inequity.
· Program management including experience leading and managing multiple, complex projects at the same time.
· Systems thinking to address root causes of systemic inequities and social determinants of health.  
· Leadership and modeling beyond direct reports.

· Excellent organizational and communication (verbal, written and interpersonal) skills.

Competencies

· Ability to exercise a high level of emotional intelligence, critical thinking, and judgment during challenging or ambiguous situations.
· Building partnerships and working collaboratively with others.

· Gaining the confidence and trust of others through honesty, integrity, and authenticity.


	Preferred/Desired Education, Experience, and Competencies.

Experience

· Developing and conducting training on topics that relate to diversity and inclusion, oppression, racism, and/or inequity.
· Leading or managing in a large agency or organization.

· Working in or collaborating with state government.
· Leading training and educational opportunities for adults, including group facilitation.

· Leading policy and system changes to advance equity initiatives.

· Proficiency in a language other than English.

· Applying quality improvement tools to improve efficiency, accuracy, and overall quality of an organization.



	Special Requirements/Conditions of Employment

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

	     


	Working Conditions

	Work Setting, including hazards: 
	Employee must be willing and able to work effectively in an open office environment. This position requires being stationary and working at a computer for extended periods of time. Work is performed almost exclusively indoors in an office environment. Exposure to hazards is limited to those commonly found in government office environments. 

Must be willing to work in a fast-paced environment with multiple assignments and priority deadlines. 

The duty station for this position is Tumwater, WA. Due to the COVID-19 pandemic, telework (mobile-work) is currently expected. Incumbent must have internet access and connectivity. When approved to return, the incumbent is expected to report to the duty station for work activities. An alternative work schedule may be considered upon request and supervisor approval. Telework, once returned to the duty station for work activities, may be considered upon request with supervisory approval. 

	Schedule (i.e., hours and days): 
	Must be able to work in excess of 40 hours per week when necessary to perform the core functions of the position.  Standard business hours are Monday – Friday from 8 a.m. to 5:00 p.m., but the incumbent may be expected to adjust the work schedule to meet business needs.

	Travel Requirements: 
	Employee must be willing and able to travel occasionally, as needed, either alone or with another person, overnight, for several days and/or out of state.  Willing and able to legally operate a state or privately owned vehicle OR provide alternative transportation while on state business.

	Tools and Equipment: 
	This position may require frequent phone conversations while looking up information on the computer.  Duties require the use of standard office furniture and equipment (e.g., desk, filing cabinet, computer, printer, telephone, fax machine, copy machine, etc.)

	Customer Relations: 
	Daily contact with agency, division and office-level leaders, managers and staff. Frequent contact with tribal nations and leaders. Frequent contact with other state, federal, and national agencies and partner organizations.

	Other: 
	Must be willing to work in a smoke-free, drug-free, alcohol-free, scent-neutral environment.

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

Must be willing to participate in emergency response activities and when the Agency Coordination center is activated.


	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:

1/21/2021
	Supervisor’s Signature (required):

/s/Kennly Asato

	Date:

1/21/2021
	Appointing Authority’s Name and Title:

Erika Henry, Acting Assistant Secretary
Signature (required):

/s/Erika Henry

	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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