Performance Standards/Expectations
Bureau of Workforce Development Administration 



Employee: Greg Hart				   		Position Number:  00015441							
Job Title:  Workforce Development Supervisor	                                  Section:  Oversight Services		

    
          Job Function                     Supporting Activity                   Standard                               Job Factor
	[bookmark: _GoBack]Maintains knowledge of all relevant federal and state legislation and regulations, including and related to WIOA, OMB Uniform Guidance, and L&I Workforce System Policies and guidance. 

	Review, distribute to staff, engage management if clarification is needed, and provide training/guidance where needed
	Within 10 working days of receipt or as otherwise directed. 
	Job Knowledge

	
	Annotate changes in working documents and route to management for approval.
	Within 10 working days of receipt or as otherwise directed. 
	Job Knowledge

	Demonstrates knowledge and use of CWDS to properly complete work assignments.
Suggest to separate CWDS and Office topics.  Supporting Activity is CWDS 

	Review CWDS training guides and complete training provided by Commonwealth.
	On a quarterly basis or more frequently as changes are received.
	Job Knowledge

	Demonstrate knowledge and use of MS Office software to properly complete work assignments, including Word, Outlook, and Excel.
	Use MS Office software to complete work tasks and ask colleagues, management tech, or OIT for guidance as needed. Complete training provided by the Commonwealth.
	
	Job Knowledge

	Maintain knowledge base of office policy, state and federal guidance and notifications from federal, state and local organizations. 
	Review current federal guidance such as WSPs, TEGLs, and TENs as well as state policies and guidance documents found on USDOL’s, DLI’s, local boards’, and associated national, state, and local websites. 
	Within 10 working days of receipt or as otherwise directed. 
	Job Knowledge

	
	
	On a quarterly basis or more frequently as changes are received. 
	Job Knowledge

	
	
	By completing training provided by Commonwealth; attending webinars/seminars/conferences as directed; and attending scheduled staff meetings. 

	Job Knowledge

	Demonstrates and uses working knowledge of BWDA/BWPO programs and services as assigned to support and achieve Bureau goals.
	Consistent with state plan, bureau policies, desk guides and procedural manuals. Share knowledge on current and new technologies, processes, and procedures. Examples might include using Skype for Business to conduct distance meetings or changes in procedures surrounding monitoring or document tracking.
	Provide accurate information to partners, peers, and customers.
	Job Knowledge

	Completes work projects and reports accurately by due date. If unable to complete a task, request an extension beforehand with justification.


	In accordance with Immediate Supervisor’s directive. 
	Within 5 working days or as otherwise directed. 
	Work Results

	Updates policies, manuals, and documents as needed to incorporate policy, process, and procedural changes.

	Review federal and state legislation and regulations relevant to WIOA and OMB Uniform Guidance.
	On a quarterly basis or more frequently as changes are received. 
	Work Results

	Provide customer service.
	Demonstrates professional and courteous communication skills with individuals when communicating in person, by telephone, and by email.

	Actively engage customers to provide accurate information. Provide accurate information at least 75% of the time and will meet communication deadlines to facilitate the customers’ productivity.
For example, grantee complains that exit monitoring call did not address findings in report or that staff did not properly communicate a requires for information.  Unfounded complaints will not be counted. For example, issues founded after the exit interview.
	Communication


	Provides regular feedback to supervisor regarding assignments, accomplishments, problems, the inability to work within established guidelines or meet established deadlines. Asks for any assistance required in meeting expectations.  
	Attend staff meeting and one-on-one meetings to include coaching/counseling sessions and submission of BARs.
	Weekly or as scheduled during working hours.
	Communication


	Follows BWDA’s Chain of Command.

	CC Supervisor on communications that have a political, legal, policy/procedural, and obligatory impact on the bureau and defer those judgements to a superior. Ensure supervisor is aware of any communications from leadership above as well as staff needs being communicated from the unit.
	With all applicable communications that have a political, legal, policy/procedural, and obligatory impact. 
Routine and/or pre-approved actions can be taken independently by the supervisor. Even when operating under own judgement, employee should still communicate upward when making decisions that will affect workflow or outcomes. 
	Communication


	Demonstrates that written and verbal communications are well-conceived, logically-sequenced, concise, and grammatically correct.

	Refer to PA Branding-Style Guide produced through the Communications Office. Proofread and review communications, and staff communications for efficacy before routing to management and external parties. 
	With all communications. 
	Communication


	Establish and maintain effective relationships with customers, partners, associates, and representatives of governmental and non-governmental organizations.



	Demonstrates professional and courteous communication skills with individuals when communicating in person, by telephone, and by email.

	Actively engage customers to determine customer needs and provide accurate information. 
Employee will have no more than four valid complaints per rating cycle. Employee will not provide wrong information more than 4 times per rating cycle.  

	Communication


	Keeps MS Outlook calendars updated with current and accurate information.

	Annotate meetings and appointments on calendar as scheduled and informs chain of command. 
	Updated and reviewed daily.
Impromptu meetings taken into consideration that don’t end up on calendar on a case by case basis.
	Communication


	Explores alternative approaches to problem solving individually or as part of a work team.

	As assigned, or when encountering work problems.
	Providing supervisor with substantive descriptions of occurring problems and making recommendations of positive solutions as appropriate to experience and knowledge. Should occur periodically, and more often during active monitoring.
Because of the nature of the job (monitoring LWDBs), the opportunity for this kind of upward communication is nearly constant. The employee should be reasonably expected to provide summary descriptions of problems and recommend innovative solutions that foster positive relationships among his own staff, with the locals, or both.

	Initiative/Problem Solving

	Demonstrates effective time management.  Adapts to changing work requirements to complete assignments.
	Set priorities, establish work flow and schedules, and manage multiple, concurrent activities.
	Review and assess own workload and objectives as well as that of the staff, adjusting priorities and activities as necessary. Evaluate the number of tasks completed or progress made weekly.
Coordinating and communicating priorities and schedules with supervisor on a weekly basis. 


	Initiative/Problem Solving

	Maintains and fosters a professional workplace environment. 

	In accordance with the Governor’s Code of Conduct and bureau and agency policies for conduct. Attend associated agency trainings and follow L&I Equal Employment Opportunity requirements. 
	Within all established communication.
	Interpersonal Relationship/ Equal Employment Opportunity


	
Adheres to all Commonwealth and L&I policies regarding EEO and diversity

	In accordance with OA and L&I policies.
	 In accordance with the established training schedules.
	Interpersonal Relationship/ Equal Employment Opportunity


	Recommends and implements procedures and practices within the unit that facilitate the sharing of information and ideas among team members. 

	With unit staff via email, staff meetings, direct consultations, and formal presentations.
	Bi-weekly staff meetings or trainings as scheduled. 
	Interpersonal Relationship/ Equal Employment Opportunity


	Complies with all policies and procedures. 
	In accordance with established agency and bureau policies and procedures.
	Review and sign policies annually.
	Work Habits

	Complies with agency-mandated policies and reporting when working with outside business associates or representatives.


	Submit accurate reports for immediate supervisor’s review in accordance with requirements provided by agency.
	10 working days prior to due date to agency.
	Work Habits

	Cooperates with others on team assignments, actively participating and performing assigned functions consistent with team goals and objectives and timeframes.



	Through staff meetings, email, direct consultations, and formal presentations.
	Takes initiative and contributes when working as part of a team. Meets deadlines on independent work assignments and leads unit to meet collective deadlines. Reviewed monthly.
	Work Habits

	Demonstrates ability to accept supervision and direction from leaders; take ownership of tasks. 

	Follow established chain of command.
	Within all established communication.
	Work Habits

	Ensure that all information is organized and stored so that it can be easily retrieved.  

	Utilize Commonwealth provided zip drive to save and copy data to the P drive for common use information.  Use folders in MS Outlook.  Follow record retention plan. Use other technology for said function. 
	Every Friday by close of business or as information is received. 

	Work Habits

	Enters time/attendance in SAP as well as expense reports where applicable. 
	In accordance with current commonwealth policies and procedures.
	Enter time/attendance weekly. Annual leave requests 5 business days in advance.
 
	Work Habits

	Remain up to date with reviewing and responding to email messages.  

	Accesses the Commonwealth’s e-mail system and provide responses or action as required in a timely manner. 
	Respond accurately to high importance emails within three hours (as long as employee is present at work) or as instructed. All other emails are to be addressed by C.O.B. the following workday unless instructed otherwise. 
	Work Habits

	Adheres to instructions for the safe operation and care of equipment, such as multi-functional devices, paper shredders, filling cabinets, among others.
	Enroll and attend Commonwealth provided safety trainings.
	Annually or as required. 
	Work Habits

	Effectively coordinate through discussion, written correspondence, and regular feedback with employees, management, and organizational entities to obtain support, resources, commitment, and action to accomplish assignments. 
	With unit staff via email, staff meetings, direct consultations, and formal presentations.
	Weekly or as scheduled otherwise. 
	Supervision


	Independently performs work tasks and exercises independent judgement within established limits of responsibility. 

	Day-to-day management of Oversight Services, including work assignments and review and approval of all work products.  The Supervisor has considerable latitude for independent judgment.

	Roles, responsibilities, and job description updated and reviewed annually or as required.  Personnel actions are taken to ensure operational efficiency and effectiveness.  Staff annual leave approved within 5 business days and timesheets approved weekly. All other supervisory actions done consistent with policy.  


	Supervision

	Identifies problems and recommends possible solutions.
Implements, program initiatives and recommends policy changes. 
	Through staff meetings, email, direct consultations, and formal presentations.
	Continually or as needed.
Recommend on a continual basis or as needed.  
	Supervision
Initiative/Problem Solving


	Clearly communicates agency priorities, establishes measures, and provides regular feedback to subordinates. 

	With unit staff via email, staff meetings, direct consultations, and formal presentations.
	Bi-weekly or as scheduled otherwise.
	Supervision


	Establishes and communicates performance expectations to employees.
	In accordance with established policies and procedures.
	Meet upon hiring and semi-annually to review performance standards, position description and expectations, or more frequently if needed. 
	Supervision


	Completes Employee Performance Review (EPR).
	Consistent with established standards/objectives and adequate documentation to support ratings.
	Annually, at a minimum.  
	Supervision


	Prepares and updates position descriptions.
Recommend adding to established performance expectations

	Submitted through my workplace for review/approval by supervisor and employee.
	Annually or as needed.
	Supervision


	Continually establishes appropriate work plans and monitors unit and employee activities to ensure work is accomplished according to expectations/standards.
Will adjust this when an employees work performance is below satisfactory. 

	With unit staff via email, staff meetings, direct consultations, coaching/counseling, and formal presentations.
	Ongoing. In the event of a change to work plans or if operational need affects unit/employee activities, notify employees within 15 working days of changes, or as otherwise directed. Conduct EPRs or interim EPRs as needed if employee performance issues occur.
	Supervision


	Documents and addresses performance problems or employee misconduct in a timely manner. 

	Consults with Chain of Command and Employee Relations for guidance. 
	As soon as identified.
	Supervision


	Trains and provides orientation to employees on procedures, job functions, and the goals and general purpose of the hiring unit/section. 
	Consistent with agency onboarding and bureau policies, desk guides and procedural manuals.
	Upon hiring and as new processes are introduced.
	Supervision


	Interviews and selects candidates for filling vacant positions. 

	Follows agency procedures and consults with immediate supervisor beforehand.
	Upon receiving interview list. 
	Supervision


	Attends all necessary supervisory trainings and those requested by superiors.
	Consistent with agency and bureau policy.
	 As necessary training arises or as instructed.   
	Supervision


	Attendance and leave requests are reviewed/approved to maintain effective operations. 


	Consistent with agency and bureau policy.
	Leave is approved or denied based on operational needs within allotted timeframes.
	Supervision


	Suspected leave misuse or unauthorized leave is documented and addressed.

	Consult Management Directive 530.7, immediate supervisor, and Employee Relations. 
	Review employee’s leave balances and usage patterns within 5 working days of when possible leave /misuse is suspected.
	Supervision




















Employee Signature/Date_________________________________________________



Supervisor Signature/Date________________________________________________

