DWD ADMINISTRATION INFORMATION SYSTEM Form 30 Job Description
1. Position Title Code:                                     P.R. No.:          Date Submitted: 4/14/2016
2. Position Description:       Administrative Officer IV – Special Projects Coordinator

Appropriation or Agency Code
Position No.

Location: Boston
3.
Statement of Duties and Responsibilities
The Administrative Officer IV, for the Department of Career Services (DCS) Policy and Program Operations department is a special projects coordinator who maintains primary fiscal and program responsibility for the Disability Employment Initiative (DEI) projects as well as other types of DCS grants and projects.  Responsibilities include application development (budget and budget narrative, operational narrative and grant-related forms and products), project design and development including performance indicators, related technical assistance, program oversight, project management and development of project-related policies. 
This individual also maintains responsibilities related to federal compliance, quality-control, general grants management processes and products as well as fiscal and technical support, including data organization and management, to other DCS departments,. 

Additional responsibilities may be related to the biennial Workforce Board Certification, Regional Planning and Annual WIOA Local Plan processes as well as back-up support for multiple fiscal and program staff activities. 
Interaction occurs with high level program and fiscal managers for special projects, National Dislocated Worker Grants (NDWG) and Trade Adjustment Act (TAA) as well as state and federal managers and professional staff.  
4.
Supervision Received
(Name and Authorized Title of the person who supervises the incumbent) Diane Hurley, Manager, Policy and Program Operations 
5a. Direct Reporting Staff  - N/A
5b.   Their Staff – N/A
6.   Detailed Statement of Duties and Responsibilities 
Essential Functions (order is not an indication of priority):
a. Conduct review and analysis of data to determine the need for a grant or special project in accordance with USDOL or other federal/state guidelines. 
b. Assist and support NDWG and/or special projects operators in the development and implementation of standards to be used in the application, development, operation and oversight of NDWG and special project programs.
c. Lead in development of project design, start-up, program operation, fiscal and program management, ensuring that services are delivered in accordance with Federal WIOA and Commonwealth of Massachusetts and DCS policies. Assure effectiveness and integrity of NDWG and special projects programs through ongoing administrative and operational oversight that includes consistent, timely review and analysis of fiscal and participant data, timely response to operator questions and issues, telephone/email and on-site technical assistance and delivery of staff training/workshops.

d. Provide technical assistance to project operators regarding responsibilities related to WIOA regulations, Federal Cost and Compliance Principles and Administration rules, Federal and State program and fiscal policies, procedures, laws and general regulations pertaining to the type of project operator structure.

e. Prepare routine and ad hoc summary analyses for program and fiscal directors and managers of fiscal and participant activity relating to local areas, projects and programs.

f. Prepare and submit quarterly federal fiscal and participant reports, ensuring timeliness and accuracy.
g. Provide ongoing technical assistance to project operators; responsible for problem resolution that includes timely response to operator, director and manager questions and issues.

h. Conduct coordination meetings for statewide and multiple operator projects.

i. Participate in the design, curriculum development and delivery of individual project, regional or statewide staff training sessions.

j. Maintain consistent oversight of assigned projects to assure effectiveness and integrity of NDWG and special projects operations in accordance with federal and state guidelines.

k. Work closely with managers and project operators to determine need for modification in program designs or fiscal specifications.  Assist the program managers and operators in gathering/presenting pertinent information for modification of applications to DOL and other grantor agencies.

l. Review and approve NDWG and project operator(s) program/fiscal closeout packages.

m. Represent the state in administrative communications with the designated DOL ETA Federal Project Officer (FPO), ETA Grant Officer, and National Office ETA and other federal and state representatives.
n. Provide fiscal and program support to agency directors and managers regarding project operator, NDWG and special projects program and fiscal closeouts and the availability, appropriateness and reconciliation of funds with MMARS and federal guidelines; review project operator, NDWG and special projects closeout documents for accuracy and consistency with the budget and program plan objectives; ensure that closeout amounts reconcile with the Final Fiscal Status Reports (FSR) and the MMARS system; resolve questions with the project operators about program and fiscal closeout inconsistencies or errors and ensure that all affected DCS units or departments are informed of changes and/or corrections.
o. Provide technical assistance to Field Management and Oversight (FMO) Unit regarding NDWG and special projects monitoring by disseminating up-to-date project performance and fiscal status information timely; ensure that the FMO Unit is informed of NDWG and special projects technical assistance provided to the project operator; ensure that project successes, challenges, problem resolution, and unique situations specific to a project are communicated to the FMO Unit for monitoring purposes.

p. Provide fiscal support to program directors and to the A&F Finance Department regarding quarterly fiscal reporting; develop quarterly fiscal reporting procedures that are consistent with federal reporting requirements and A&F Finance Department federal reporting requirements; create draft Department of Labor (DOL) quarterly report worksheets/forms for approval and to support program decisions and submission to DOL.

q. Provide fiscal support to DCS and A&F Finance Department regarding preparation of Department of Labor (DOL) Federal closeout documents; create reconciliation reports from DCS and project operator fiscal records showing MMARS system amounts equal DOL Federal system amounts to ensure that final closeout amounts based on local activities are accurate; work with program directors and A&F Finance Department Directors and managers to complete and file the DOL Final Closeout Documents.

r. Provide programmatic and fiscal support to DCS Directors and managers regarding local area annual plan. 

s. Provide support to DCS directors and managers by attending meetings, participating in meeting discussions, taking notes, and disseminating information to directors and managers regarding meeting agendas, planning, and discussion of issues 

t. Facilitate implementation of additional data collection and process evaluation requirements, as DOL may require, for evaluation purposes.
r. Assist with the review process for Workforce Innovation and Opportunity Act local area Annual Plan documents, including Plan review to determine that planning guidelines are met and the stated methods to accomplish objectives are in compliance with applicable Federal and State, laws, rules, regulations, guidelines and standards, development of spreadsheets for the analysis of Plan data, and assistance
with maintenance of updated and accurate Plan files.
7.   Qualifications Required at Hire (list knowledge, skills and abilities)
1. Demonstrated knowledge and practice with grants development processes and procedures; and logical elements of project service design, including performance indicators, related technical assistance and program oversight.

2. Proven ability to establish priorities and adapt quickly to changing priorities.

3. Exceptional organizational and writing skills (writing sample required).
4. Proven experience with principals of contract administration including terminology.
5. Proven knowledge and practice of project management skills

6. Proven knowledge and practice of process improvement methodologies

7. Demonstrated ability to understand, interpret, explain and apply the Federal and State Laws, rules, regulations, policy and procedures governing all DCS workforce initiatives.
8. Proven ability to analyze and determine the applicability of data to draw conclusions and make recommendations.
9. Proven experience in reviewing applications, justifications and other documents to synopsize grant content.
10. Experience in effectively facilitating meetings and discussions, and synthesizing resulting information.
11. Ability to establish and maintain harmonious working relationship with others.
12. Ability to accurately record information provided through written or oral expression and produce concise, accurate meeting records.
13. Proven ability to exercise sound judgment.
14. Ability to exercise discretion in handling confidential information.
15. Ability to adjust to varying or changing working situations to meet emergency or changing program requirements.
16. Demonstrated skill in the creation and maintenance of complex record-keeping systems.
17. Demonstrated ability to communicate effectively with internal and external parties.
18. Demonstrated expert-level  knowledge of EXCEL and WORD; working knowledge of PowerPoint. 

__________

8.   Qualifications Acquired On The Job (list knowledge, skills and abilities)
1. Knowledge of all Federal and State laws, rules, regulations, policies, procedures, standards and guideline governing ADA; DEI; ES; WIOA Title I; NDWG; ALC; WOTC; Veterans programs.
2. Knowledge of DCS agency personnel policies and procedures.
3. Knowledge of all types and uses of DCS forms.
4. Knowledge of principles, practices and techniques of operating  DCS and MOSES database.
9.   Minimum Entrance Requirements (from Official Job Classification Specification, Approved by HRD) to be determined
10. License And/Or Certification Requirements
Valid driver's license for necessary travel.
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