Washington Management Service (WMS)
Position Description

	Position Information

	Position Title:

Program Manager
	Position Number/Object Abbreviation:

70015624

	Incumbent’s Name (If filled position):


	Agency/Division/Unit:

WSCJTC/ATD/Advanced Training

	Address Where Position Is Located:

19010 1st Ave, S, Burien, WA 98148
	Work Schedule:

Part Time  FORMCHECKBOX 
   Full Time  FORMCHECKBOX 

	Overtime Eligible:

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	Supervisor’s Name and Title:

Samantha Daly, Advanced Training Division Director
	Supervisor’s Phone:

203-835-7317

	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 Advanced Training Division (ATD) develops and supports all criminal justice training for the State of Washington in order to assist the WSCJTC to accomplish its mission of enhancing public safety through education and training. The employee in this position is responsible for implementing and managing programs within the division; providing curriculum development, post-academy and advanced training to law enforcement and corrections personnel throughout Washington State. 

Programs managed specifically by this position include: 

1) Basic Law Enforcement Reserve Academy (0080) and equivalency process (0082) - per WACs 139-05-810/825 

2) FTO/PTO Programs - essential to training field trainers around the State of Washington 

3) Investigation Programs – Some investigative type programs essential to serve law enforcement throughout the state.

4) Works as a member of the Research and Development Program on the Instructional Services team to support projects as needed.



	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. 

	 Manages programs statewide to maintain standards, and to provide quality education and training to law enforcement, correctional, and allied agency personnel. The employee in this position is responsible for developing and revising curricula, planning and delivering training, and providing support aimed at developing consistent, effective instructors providing training throughout Washington State. The expectation is that advanced and state of the art courses in each subject area are offered throughout the state allowing criminal justice personnel the opportunity for professional enrichment. 

This position also manages the Basic Law Enforcement Reserve Academy and equivalency process - designed to document basic training for reserve officers in law enforcement agencies statewide per WAC 139-05-810 and WAC 139-05-825.

	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 Guidance.

	Within assigned programs: 

Determines advanced training needs of personnel throughout state and manages all aspects of course delivery and administration to meet established needs (scheduling, site location, provision/production of course materials, contracting of instructors, preparing documentation, marketing, on-site coordination, directing of registrar personnel, instructing, evaluating). 

Analyzes, designs, develops, implements, delivers (or coordinates delivery), evaluates curriculum in order to provide research based, efficient and effective training to WA State criminal justice personnel. 

Regularly evaluates, revises and updates curriculum and methods to meet current standards and incorporate recent research and state-of-the-art techniques, taking into account the variety of needs and circumstances of different law enforcement agencies across Washington State. 

Organizes, leads and facilitates meetings of criminal justice agencies and personnel. 

Represents agency at meetings relevant to duties; acts as a liaison between ATD and other internal divisions and WSCJTC and agencies statewide. Initiates and maintains partnerships among state, local, and federal agencies to enhance and increase training opportunities while reducing costs. 

Creates written reports, summaries, and other multimedia materials for use internally and externally. 

Supervises contracted, agency staff and professional instructors from a wide range of backgrounds and experience (including recruitment, selection and preparation) to effectively present the courses offered by WSCJTC; evaluates and provides feedback to instructors to maintain standards. 

Independently manages program budgets, makes expenditure decisions, and monitors costs associated with multiple programs in order to be fiscally responsible to WSCJTC and the public. 

Communicates via phone, e-mail and in-person with criminal justice agency management and training personnel to provide information and answer questions regarding course content and logistics, and WSCJTC activities. 

Evaluates submissions for recognized reserve academies; approves or requires changes before approval; provides updated materials and monitors course completions 

Works as a member of the Research and Development Program on the Instructional Services team to support projects as needed.

	Accountability – Scope of Control and Influence

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

Drafts and reviews policies for director’s approval. Consults with stakeholders to incorporate their feedback into WSCJTC policy and WAC changes.

Recruits, prepares, oversees, leads and manages contract instructors - determines contractor standards; negotiates contractor compensation.  

Assigns work to registrars consistent with program needs. 

Primary responsibility for managing Program Indexes 516 and 503; approves expenditure of funds for programs within established budget parameters. Shared responsibility for managing PI 105. 

Determines and approves course content, training format, dates and locations.

Advises on long-term consequences of suggested decisions; trends; identifies and plans ahead to meet future need.

	Describe the scope of accountability.

Selects applicants for student seats, instructor apprenticeships; locates classes balancing fiscal responsibility with available resources and student needs.

Manages all aspects of design, development, and delivery of assigned programs. 

Oversees requests for variance/waiver of BLERA and equivalency.  Evaluates submissions for BLERA equivalency against accepted standards.

	Describe the potential impact of error or consequence of error (impacts unit, division, agency, state).
Errors/omissions in training and/or content can result in cascading impacts to agencies operations and personnel statewide.

Issues with these programs have both direct and indirect effects on the ability of the state and our stakeholder agencies to properly train and equip criminal justice professionals for their duties.  Training needs may not be met; budgets may be used inefficiently or ineffectively (improper training). 

The two field training programs (FTO & PTO) programs directly instruct students who will go back to their agencies to teach and evaluate new employees in corrections, law enforcement and telecommunications.  The instructor development classes build the skills of those who will teach post-academy training within their departments and regions; AND increases skills of instructors for WSCJTC programs.   

Decisions regarding training content and delivery involve considerable sensitivity, due to the potential for lawsuits against law enforcement agencies and/or the state for negligent training, retention, and equipping. Additionally, there is significant public, media and legislative attention focused on errors committed by criminal justice personnel. 

The BLERA curriculum and standards directly affect the quality of reserve officers serving their agencies; proper training reduces mistakes and resulting 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.

· PI 105, $36,800 (partial to BLERA, partial to Certifications)
· PI 503, $41,560 (Instructor Development I, II, and ICP)
· PI 416/516, $0 (PTO/FTO) - balance monies brought in againsts costs  

Other financial influences/impacts.

· Independently manages assigned program budgets, makes expenditure decisions and monitors costs in a fiscally responsible way. Recommends use of PI 501/502 for other program's costs and operations expenditures.
· Recommends funding needs for future and updated budgets. Determines costs (internal and external). Determines equipment needs for courses/academies; recommends purchase options for determined needs.   


	Supervisory Responsibilities

	Supervisory Position: Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

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

This position directs activities of over 30 contract and/or professional-on-loan personnel.  Determines (directly) who will instruct and in what capacity.  Recruits, trains, evaluates and suggests improvements for instructors. Initiates corrective action or decertification to maintain personnel standards. 

This position does not have direct oversight or management responsibility over other WSCJTC FTEs, but does exercise direction and assignment of registrars engaged in related program duties.

	Decision Making and Policy Impact

	Explain the position’s policy impact (applying, developing or determining how the agency will implement).
This position is responsible for various aspects of advanced training for state, county and municipal criminal justice personnel.  Independently schedules and plans all logistical aspects of courses. Manages curriculum design, development and evaluation.  Develops skilled instructors for statewide impact.  Makes decisions pertaining to curricula changes and updates.

Lack of quality training leads to numerous secondary problems, including decreased citizen safety and increased liability.

	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. 
Subject is a valuable resource to others in areas of his/her expertise to include post-academy field training, adult learning methodologies, and curriculum design and development. 

The incumbent is expected to possess knowledge of criminal justice operations and culture. The incumbent must also possess a working knowledge of adult learning theory, human behavior, political systems, management and supervision theory, risk management and current case law. 

This position must have an advanced knowledge of the types and needs of agencies statewide.

Makes recommendations to ATD Director/BLEA Commander regarding process to accept (with/without stipulation) or deny requests to the Commission for variances regarding reserve training.

	Explain the major decision-making responsibilities this position has full authority to make.
This position has the authority to determine content, format, frequency, location and expenditure of managed programs; determines whether or not an instructor will be used, developed or terminated.  Recruits and trains instructors to meet changing needs.  Using needs analysis, determines course content.  Independently budgets use of PI 105, 516 and 503 to meet program needs. Decides who will be accepted into a given course. Decides whether or not to recognize a request to run a BLERA.   

	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?

Makes strategic decisions.  Poor decisions mean criminal justice personnel are not prepared to train within their own agencies or for the WSCJTC. Many actions are dependent on long-range planning and proper project management. 

Many decisions are guided by agency policies. Some decisions guided by RCW/WAC.  Occasionally, decisions require application of advanced levels of knowledge of instructional techniques.

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

Poor decisions may mean criminal justice personnel are not prepared to train within their own agencies or for the WSCJTC.   Poor decisions regarding BLERA can result in unqualified law enforcement personnel working for agencies.  A lack of quality training leads to numerous secondary problems, including increased physical harm to responders, decreased citizen safety and increased liability.

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

	Required Education, Experience, and Competencies.
Experience: Minimum of five years instructing; a minimum of five years working in the criminal justice field. 

Competencies: Strong working knowledge of WA State criminal justice agencies; competent in managing people, projects and programs. Superior customer service skills. Familiarity with computer operations; knowledge and experience working with MS Office Suite (Outlook, Excel, PowerPoint, Word at minimum). Excellent interpersonal skills; ability to write clearly, concisely and persuasively; strong organization skills.  Ability to manage multiple programs and projects with little supervision. Outstanding instructional skills; strong analytical skills.  Ability to build partnerships with diverse stakeholder groups. Training/Experience with field training methodologies.

	Preferred/Desired Education, Experience, and Competencies.
Education: Bachelor’s degree in related field/social sciences, education or communications.
Knowledge and experience working in project management; marketing ability; team leadership skills; negotiation and collaboration skills; research skills; creative and innovative thinking; ability to effectively coach and mentor. Knowledge of task analysis processes.  Experiences in designing and developing quality curriculum.

	Special Requirements/Conditions of Employment

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

	Ethical behavior; integrity; SME in assigned areas; ability to work independently; effective time management. Ability to plan and organize to meet deadlines in a high pressure environment; political savvy; flexibility to adapt in a rapidly changing/fluid field of needs.

Willingness to drive long distances for state travel; use and learn technology; support and understand the needs of criminal justice personnel and situations.

Individual must be able to support, understand and work with a wide variety of criminal justice and/or related personnel.  Must demonstrate ethical behavior & integrity, be a subject matter expert in assigned areas, and have the ability to work independently and exercise effective time management.  Must also be able to plan and organize to meet deadlines in a high pressure politically sensitive environment, and possess flexibility to adapt in a rapidly changing field.  Individual must be willing to travel and drive long distances, and to use and learn new and changing technology.  
Ability to focus all work toward the Agency’s vision and mission. Embodying the values of WSCJTC.


	Working Conditions

	Work Setting, including hazards: 
	Offices; classrooms. 

	Schedule (i.e., hours and days): 
	40+ hours per week; predominately 0800-1700 M-F (can be adapted as workload allows), but includes evenings, weekends, and additional hours as needed.

	Travel Requirements: 
	Travel weekly for day trips, monthly or bi-monthly for up to week-long trips. 

	Tools and Equipment: 
	General office equipment; laptop, wireless card and docking stations; multi-function phone

	Customer Relations: 
	Extensive; hourly, by phone, face-to-face, or e-mail

	Other: 
	Lifting of easels, tubs of classroom materials, boxes of manuals.


	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:
	Supervisor’s Signature (required):



	Date:

     
	Appointing Authority’s Name and Title:

     
Signature (required):

     

	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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