Performance Standards/Expectations
Bureau of Workforce Development Administration 

Job Title:  Workforce Development Analyst 2	                                                Section: Oversight Services		
    
          Job Function                     Supporting Activity                   Standard                               Job Factor
	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, engage management if clarification is needed, and request training/guidance where needed
	Within 10 working days of receipt or as otherwise directed. 
	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. 
	New guidance: Within 10 working days of receipt or as otherwise directed. 
	Job Knowledge

	
	
	Existing guidance:  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 all relevant federal and state laws, regulations, policies, and guidance to support and achieve Bureau goals
	Review drafts of all new relevant federal and state regulations and policies. As necessary, send questions and comments to the Policy Unit through their Resource Account. Engage management if clarification is needed.
	Within the designated public comment period notated on the workforce policy website within the Labor & Industry public site or as otherwise directed.
	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

	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. 
	
	Job Knowledge

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


	Conduct monitoring and complete monitoring reports
	Within the deadline established in your approved monitoring plan, within policy guidelines, or as otherwise directed.
	Work Results

	
	Complete monitoring report/tool/letter edits
	Within two days of reciept or as otherwise directed
	

	
	Completes all other assignments, including special assignments, as needed
	Within the deadline established by the chain of command or as otherwise directed. 
	

	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 in order to make updates to the unit monitoring tools.
	On a quarterly basis or more frequently as changes are received. Monitoring tools will be updated prior to the start of each monitoring cycle within the deadlines established by the chain of command or as otherwise directed.
	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, a local board requests technical assistance on where it says in a law, regulation, guidance, or policy that it can or can’t do something before proceeding on a local action.
	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 meetings and one-on-one meetings which include coaching/counseling sessions and submission of BARs.
	Weekly staff meetings, biweekly one-on-one meetings, or as scheduled during working hours.
	Communication


	
	
	BAR is to be filled out weekly with a summary of the work completed over the week. On BAR submission weeks, information must be entered by 10:30AM on Wednesdays. On non-BAR submission weeks, information must be entered by COB on Fridays.
	

	Follows BWDA’s Chain of Command.

	Consult and copy 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 internal or external leadership (including Bureau supervisors, Bureau leadership, the adminstration, and local board leadership). Avoid unnecessarily elevating items, like deadlines or workflow issues, beyond the supervisor level.
	Consult supervisor prior to responding to internal (within the workforce Bureaus) and external communications which have a political, legal, policy/procedural, or obligatory impact. Cc supervisor on all communications relating to any of the above topics.  
	Communication


	
	
	Routine communication or pre-approved actions can be taken independently by the analyst. If the communication involves another work unit, direct supervisor and applicable unit supervisor must be copied.
	

	
	
	Communication involving individual deadlines or workflow issues will be elevated above the supervisor level by the supervisor as needed.  
	

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

	Refer to PA and L&I Branding-Style Guide produced through the respective Press Offices. Proofread and review communications, and for efficacy before routing to management and external parties. 
	All communications, including monitoring reports, should be consise, coherent, well-researched, and appear in a logical order within approved templates as necessary
	Communication


	
	
	All communication must be checked for spelling, grammar, and content prior to sending to internal or external parties or, in the case of internal documents, before routing to management.
	

	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.  “Valid complaints” and “wrong information” will be evaluated on a case-by-case basis. 

	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.  Any pre-scheduled, pre-approved OOO time must be put on the calendar in advance of the OOO time. 
	Communication


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

	As assigned, or when encountering work problems.
	Provide supervisor with substantive descriptions of occurring problems and making recommendations of positive solutions as appropriate to experience and knowledge. 

Every issue should be well-researched to provide a substantive recommendation for a course of action including pros and cons of action/inaction.

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. 

	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 adjusting priorities and activities as necessary. 

Evaluate the number of tasks completed or progress made weekly.

Coordinate and communicate 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


	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.
	15 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 and collective work assignments. Reviewed monthly.
	Work Habits

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

	Follow established chain of command.
	Follow the established chain of command in all situation. regardless of agreement. Objections can be noted, respectfully, but employee is responsible for executing tasks. 
	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 three business days in advance.
 
	Work Habits

	Adhere to established meal and break periods
	Stick to established lunch period.  Breaks last 15 munutes.
	Communicate with supervisor if you will be leaving or coming back from break/lunch late.  
	Work Habits

	Adhere to Bureau productivity standards
	Employees must be at workstation working during scheduled, paid working hours. 
	Impromptu personal conversations should be kept to a minimum during work hours.  Communicate with supervisor when you will be away from your desk for an extended period of time during paid work hours. (This does not include trips to the restroom or to briefly confer with colleagues but does cover personal and work-related meetings which will keep you away from your workstation for more than a few minutes.)
	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 online safety trainings.
	Annually or as required. 
	Work Habits
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Employee Signature/Date_________________________________________________



Supervisor Signature/Date________________________________________________
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