2017 PROGRAM SPECIFICATION
RAMAC
PROGRAM #:


638
STANDARD PROGRAM:   
Employer of Record – Workforce Solutions Supervisor
TARGET POP:       

WIOA











ACCOUNT #
:
1541990
  2017 ALLOCATION:
TBD
UNIT DEFINITION:





Actual Expenses

FUNDING SOURCE(S):




WS Core Services
GEOGRAPHICAL AREA TO BE SERVED:

Southeastern Wisconsin

DAYS/HRS OF SERVICE AVAILABILITY:

Monday-Friday, 8:00 a.m. to 5:00 p.m.
 

DEFINITION OF CLIENT ELIGIBILITY:


Not applicable

MINIMUM STANDARDS:

Provider must agree to comply with the following terms and conditions:


-
Provider must agree to comply with the following terms and conditions:


-
Standard contract language


-
Certification standards where applicable


-
Fiscal and program reporting criteria


-
Allowable Cost Policy


-
Audit criteria


-
Policies and procedures as defined in Racine County Human Services Department Contract Administration Manual


-
Maintain adequate liability coverage


-
Civil Rights/Affirmative Action Policies


-
Criminal background checks for staff


-
Drug screening, driver’s license checks and reference checks


-
Human Resources Condensed Policy Manual for Student Interns, Volunteers, Temporary Agency and Contracted Staff.


-
Payment of all wages, payroll taxes, worker’s compensation, social security, federal and state unemployment insurance and any and all other federal and state taxes relating to the staff


-
Fair Labor Standards Act


-
Withholding payroll taxes, paying unemployment insurance, worker’s compensation and social security contributions


-
Complete performance evaluations and discipline and maintain employment records


-
Recognize that authorization for services is approved by Racine County Human Services Department.


-
All informational materials (program descriptions, brochures, posters, etc.) must identify it as a RCHSD program through the use of a standardized RCHSD format provided by Racine County.


-
The program must be identified as a RCHSD program in all public presentations and media contacts/interviews.

PROGRAM DESCRIPTION:

Workforce Solutions Supervisor

Vendor will provide contracted staff and payrolling services for the following position:

The Provider will employ 1 FTE Workforce Solutions Supervisor that will be responsible for supervising  the day to day operation of the Workforce Innovation and Opportunity Act staff and other grant supported projects that help develop workforce talent.

Essential Duties

1. Organize the flow of work.

2. Review cases to assure accuracy of program eligibility, services provided and required documentation.

3. Lead, coach, develop and retain high-performance staff. 

4. Participate in the formulation of policy and procedures and disseminate staff.

5. Participate in meetings of Workforce Solutions Division leadership.

6. Assist in the evaluation of contracted staff performance with contracting organizations.

7. Prepare reports in compliance with grant requirements. 

8. Maintain oversight of support and training services budgets.

9. Keep abreast of day to day changes in state and federal regulations regarding programs.

10. Insure department compliance with state and federal rules, regulations and laws pertaining to program requirements and policies.

11. Prepare written correspondence, reports and directives. 

12. Responsible for analyzing and evaluating program operations and implement actions to meet program outcomes.

13. Responsible for monitoring and tracking performance outcomes and corrective action plans for assigned programs.

14. Oversee workforce programs and ensure program outcomes are successfully achieved.

15. Understand and interpret rules and regulations applicable to Workforce Innovation and Opportunity Act and its predecessor the Workforce Investment Act and other grant supported projects.

16. Assist in the development of RFPs, contracts and procurement activities.

17. Hire and train staff in partnership with contract agencies.  

18. Represent the division on local, regional and statewide committees and special projects as assigned.

Supervision Exercised

Has functional supervisory responsibility for Workforce Services teams and direct responsibility to County staff assigned to teams.

Supervision Received

Receives general supervision from the Workforce Solutions Manager.

Qualifications

Education and Experience

· Bachelor's degree in Public Administration, Business Administration, or a related field.

· Three years workforce or talent development experience.

· Three years supervisory experience.

· Wisconsin driver's license for necessary travel.  Personal automobile, if used for work-related travel, must be covered by an automobile liability insurance policy.

· Prompt and regular attendance.

*Or any equivalent combination, training and experience, which provides the requisite knowledge, skills and abilities

Knowledge Skills & Abilities

· Ability to work well with a diverse population.

· Ability to communicate effectively both orally and in writing.

· Knowledge of community resources.

· Knowledge of WIA and WIOA policy and procedures and state and federal laws.

· Extensive knowledge and expertise of employment and training program requirements and practices, eligibility determination and documentation, effective service delivery and case management, and performance accountability.

· Ability to work independently with a high attention to detail.

· Knowledge of process improvement techniques.

· Excellent project management skills and strong leadership capabilities.

· Ability to think strategically and execute new ideas in fast-paced environment.

· Knowledge of public administration and general management principals, practices and techniques, including federal, state and local government operations and of local service delivery resources and local service agencies resources.


This description has been prepared to assist in properly evaluating various classes of responsibilities, skill, working conditions, etc., present in the classification.  It is intended to indicate the kinds of tasks and characteristic levels of work difficulty that will be required of positions that will be given this title.  It is not intended as a complete list of specific duties and responsibilities.  Nor is it intended to limit or in any way modify the right of any supervisor to assign, direct and control the work of employees under supervision.  The use of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or level of difficulty.
Funding
The amount of available funding is dependent upon federal legislation and the continued allocation of funding from the State of Wisconsin to the County.  Funding levels may change.  The County reserves the right to change the contract to reflect those changes.

Issued by Racine County Human Services Department.

August 2016
Date

