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	POSITION DESCRIPTION

	Last Name

	First Name

	MI

	Personnel Number




	Job Title

	Job Code

	Working Title

	Position Number




	Department

	Organization

	Organization Code




	Supervisor's Last Name

	Supervisor's First Name

	Supervisor's Job Title

	Supervisor's Pos Number




	Start Time
8:00a.m.
	End Time
4:00 p.m.
	Hours/Week
37.5
	Days Worked
(Check all that apply)
	Explain any schedule variations:
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	Position Purpose: Describe the primary purpose of this position and how it contributes to the organization’s objectives. Example: Provides clerical and office support within the Division to ensure its operations are conducted efficiently and effectively. 

Ensures Local Workforce Development Boards (LWDBs), fiscal agent functionaries, and subcontractors are in compliance with the Workforce Innovation and Opportunity Act (WIOA) and various other federal and state workforce and financial laws, regulations and policies through oversight, on-site visits, and desk reviews of reports and documents. Evaluate administrative requirements for grants and payments and coordinate technical assistance to LWDBs to support state and local workforce development goals and objectives.

	Description of Duties: Describe in detail the duties and responsibilities assigned to this position. Descriptions should include the major end result of the task. Example: Types correspondence, reports, and other various documents from handwritten drafts for review and signature of the supervisor. 

Communicate, and seek supervisory guidance, on any areas of concern to immediate supervisor that may have a financial, legal, or political impact on the Bureau prior to carrying out duties and responsibilities. 

Primary Duties: 
• Provide technical assistance to LWDBs, PA CareerLink® offices, county commissioners' offices, and other workforce stakeholders to meet goals and objectives of workforce development programs, including quality customer service and continuous improvement strategies; promote team approach by coordinating efforts with PA State Workforce Development Board and other workforce partners.

• Independently conduct on-site visits within assigned Local Workforce Development Areas (LWDAs) for comprehensive compliance reviews of: fiscal agents' financial and procurement systems; LWDB composition and organization; LWDA oversight of contractors' implementation of quality services and achievement of negotiated outcomes; and National Dislocated Worker Grants (NDWGs) and other grant programs; and discuss findings with LWDB and other staff following visits. Position requires approximately 20% travel to assigned LWDAs and team monitoring visits, including overnight travel.

• Perform desk reviews of LWDB membership lists and other documents submitted by LWDBs for certification.

• Analyze Financial Status Reports and Requests for Funds to track spending patterns and availability of funds; Single Audit Reports to determine financial accountability and integrity; LWDA Operational Plans; and other documents to ascertain consistency and compliance with the Act; collect and assemble data; prepare reports for internal use detailing obligations, expenditures, and statistical information and activities.

• Prepare monitoring reports, within established timeframes, that provide analyses of LWDA administrative and operational systems; identify strengths, deficiencies, and areas of concern; recommend methods to rectify and resolve issues. Review and evaluate LWDB corrective action responses to determine adequacy of steps to address cited issues; conduct follow-up visits to ensure implementation of approved corrective action plans.

• Assist with review of LWDA memoranda of understanding (MOUs) for accuracy, accountability, and compliance; maintain updated files for assigned LWDAs.

• Develop monitoring tools used to evaluate LWDBs and contractors; assist LWDA monitoring staff with developing local monitoring systems to meet local needs and objectives.

• Participate in workgroups established by BWDA and partnering organizations. 

• Participate in regular staff meetings and training sessions in-person or via conference call. Travel to Harrisburg for these meetings and sessions will be periodically required.

• Participate in confidential investigations of alleged incidents of fraud or illegal activities occurring in assigned PA CareerLink® offices and LWDAs.

• Represent BWDA at local, regional, state, and national conferences; prepare reports on topics discussed. Report on activities in Pennsylvania to other agencies and states; interpret federal regulations and state policies during meetings.

• Maintain ongoing communication with supervisor on all work activities, timeframes, identified problems, and recommended solutions through reports, scheduled staff meetings, and informal discussions; provide information about work activities for inclusion in reports.

• Use and comply with provisions of all current manuals, handbooks, and other documents derived from federal, state, or BWDA policies and procedures.

• Prepare bi-weekly activity report, updated on a weekly basis, summarizing accomplishments, issues, and upcoming activities.

Secondary Duties: 
• As needed, may assist with review of Local Plans

• As needed, may assist with review of grant proposals

• As needed, may assist other work units within BWDA for special projects, etc.

• Perform related work and duties as required.



	Decision Making: Describe the types of decisions made by the incumbent of this position and the types of decisions referred to others. Identify the problems or issues that can be resolved at the level of this position, versus those that must be referred to the supervisor. Example: In response to a customer inquiry, this work involves researching the status of an activity and preparing a formal response for the supervisor’s signature.

Employee exercises independent judgment and action within the limits of regulation, existing policies, and as prescribed by supervisor. 


	Requirements Profile: Identify any requirements, such as a licensure, registration, or certification, which may be necessary to perform the functions of the positions. Position-specific requirements should be consistent with a Necessary Special Requirement or other criteria identified in the classification specification covering this position. Example: Professional Engineer License

1. N/A 

2. N/A 

3. N/A 

4. 

5. 

6. 

	Essential Functions: Provide a list of essential functions for this position. Example: Transports boxes weighing up to 60 pounds.
	1.
	Communicate and express ideas clearly and effectively, orally and in writing.

	2.
	Read, understand, and interpret policies, regulations, and procedures related to workforce development program activities and administration.

	3.
	Organize and manage multiple tasks.

	4.
	Ability to gather, assemble, correlate, and analyze facts and information to devise solutions to problems or generate analytical reports. 

	5.
	Maintain effective working relationships. 

	6.
	Work independently and as a team member. 

	7.
	Review and analyze program operations and develop strategies for program improvements. 

	8.
	Utilize computer hardware, software, and other information and reporting systems. 

	9.
	Create and develop training materials for use in technical assistance.

	10.
	Travel extensively statewide as required, including overnight stays. 
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