
STATE OF OREGON
This position is:


DEPARTMENT OF ADMINISTRATIVE SERVICES
(

)
Mgmt Service-Supervisory


Personnel and Labor Relations Division
(

)
Mgmt Service-Confidential



(
x
)
Classified



(

)
Unclassified


POSITION DESCRIPTION
(

)
Executive Service


**Please Read Instructions Before Completing This Form**
(

)
New
(
x
)
Revised

SECTION 1.  POSITION INFORMATION

	a.
Class Title:
	Education Program Specialist 2
	k.
Position:
(
x
)
Permanent
(
x
)
Full-Time

	b.
Class No.:
	C2301
	

(

)
Seasonal
(

)
Part-Time

	c.
Effective Date:
	05/24/07
	

(

)
Limited Dur
(

)
Intermittent

	d.
Position No.:
	0000164
	

(

)
Academic Yr
(

)
Job Share

	e.
Working Title:
	Adult Basic Education State Leadership Coordinator
	

	f.
Work Unit:
	Education Systems
	

	g.
Agency No.:
	58600
	l.
FLSA:
(  x )  Exempt
(

)
Non-Exempt

	h.
Agency Name:
	Department of Community Colleges and Workforce Development
	

	i.
Employee Name:
	vacant
	

	j.
Work Location:
	Salem, Marion County
	m.
Eligible for Overtime 
(  )  No
Yes (X as straight time)


	
	
	


SECTION 2.  PROGRAM/POSITION INFORMATION

a.
Describe the program in which this job exists.  Include program purpose, who's affected, size, and scope.  Include relationship to agency mission.

This position is with the Oregon Department of Community Colleges and Workforce Development (CCWD). The mission of the agency is to contribute leadership and resources to increase the skills, knowledge and career opportunities of Oregonians. The mission is accomplished through Oregon’s network of 17 community colleges, 19 adult basic skills providers, seven local workforce areas, community-based organizations and other partnerships. CCWD is responsible for implementing policies, procedures and strategies consistent with the Governor’s education and workforce priorities and the goals of the OWIB, the State Board of Education, the Joint Boards of Education and the Commissioner of CCWD.

The Department ensures services are provided to future, transitional and current workers. Each year, CCWD supports over 300,000 Oregonians attending community colleges and thousands of unemployed, underemployed, low skilled adults and youth, ages 14 and older, with serious employment obstacles.  CCWD assists these Oregonians to obtain secondary and post-secondary credentials and knowledge and skills necessary for work, further education, family self-sufficiency and community involvement.

The agency is organized into four Divisions: Operations Division, Information Systems Division, Education Systems Division and Workforce Systems Division. The Education Systems Division is responsible for the development of policies and strategies designed to meet the agency mission, working with all partners to:

· Build a broad consensus based on common purpose, vision, and values for workforce and education;

· Identify statewide issues and facilitate resolution;

· Develop, allocate and leverage resources;

· Recognize best practices and identify opportunities; and

· Use information for decision-making and policy development.

b.
Describe the purpose of this position, and how it functions within this program, by completing this statement:  The purpose of this job/position is to . . .
This position supports Oregon’s comprehensive state strategy for education, economic and workforce development by providing leadership to carry out the goals, objectives and strategic initiatives of the agency. This position provides assistance in promoting the importance of literacy and basic skill development as an educational investment in Oregon by serving as a Title II State Leadership Coordinator for the agency with federal partners, community colleges, stakeholders and other state agencies. 


This position is a member of the Education Systems Division within the Department of Community Colleges and Workforce Development. The purpose of this position is to provide leadership, support and resources to multiple, diverse programs funded through Federal Funds, Other Funds and General Fund to increase the skills, knowledge and career opportunities of Oregonians.


The purpose of this position is to provide leadership and resources to multiple, diverse programs funded through Federal and State funds to increase the skills, knowledge and career opportunities of Oregonians with the objectives of:

· Developing strategies, plans and policies for implementing value added service delivery to CCWD partners and constituencies;

· Ensure implementation of programs and projects in accordance with state and federal guidelines, rules and regulations;

(
Monitoring the grants and contracts which implement the programs at the local level.  

SECTION 3. DESCRIPTION OF DUTIES

List major duties.  Note percentage of time duties are performed.  If this is an existing position, mark "N" for new duties or "R" for revised duties.

%
N/R
Duties
Major duties include:

55%
Building Capacity of Programs to Improve Instruction

Provide leadership in the development of a short and long term professional development plan for adult basic skills education.  Coordinate state administrative projects, and ABE/GED or ESL content initiatives that improve program quality and instructional services; responsibilities include research, development, implementation, and evaluation; organize and lead project teams to develop and implement professional development initiatives and standards in assigned area(s), based on current research and the goals of improving curriculum and instruction, extending geographical reach of services, and improving access to educational opportunities.  Contribute expertise to areas of work including state professional development conferences and trainings, ABE/GED/ESL content standards, curriculum development, indicators of program quality, and use of technology in instruction and learning. In addition, this position writes and monitors contractual agreements for effectiveness, efficiency, and compliance with State and Federal policies and procedures.
30%
Program Administration

Participate in developing and administering the Federal Title II, Adult Education and Family Literacy Act, including budget, grant and fiscal requirements, and state and federal reporting requirements.  Participate in monitoring adult basic skills programs throughout the state and providing technical assistance as the ABE/GED or ESL lead; resolve statewide program and policy issues by applying subject expertise and provide technical assistance to the field regarding these issues and relevant policy; research, write, and review relevant Title II policy that strengthens the capacity of grantees to improve services such as program administration, instruction, professional development, assessment, and data collection and reporting.  Participate in the development of the Oregon state plan and the local request for proposals. 
10%
Building Collaborative Partnerships and other Miscellaneous

Assist the agency in the alignment of federal and state education and workforce programs in coordinating service delivery; participate on national and state workgroups; serve as a liaison with federal partners, community colleges, and stakeholders. Serve as a representative of the agency by speaking in public to groups of teachers, local program directors, professional organizations, and partners to communicate education strategies and solicit their support.

5%
Other duties as assigned.
100%
SECTION 4. WORKING CONDITIONS

Describe special working conditions, if any that are a regular part of this job.  Include frequency of exposure to these conditions.

Most of the work is accomplished in a typical office environment.  The person in this position has frequent contact with community college instructors, staff, administrators and board members; local workforce area administrators and board members; legislators; federal administrators; and special interest groups.  This position requires extensive statewide and occasional out-of-state travel, often at least a week each month; dome weekend duty; occasional evening meetings; and work weeks that extend beyond 40 hours.  The person in this position must have a valid driver’s license and a good driving record; if not, he or she must be able to provide an acceptable alternate method of transportation. 

SECTION 5. GUIDELINES

a.
List any established guidelines used to do this job, such as state or federal laws or regulations, policies, manuals or desk procedures.

Oregon Revised Statutes
TOPS Manual

WIA Adult Education and Family Literacy Act
Staff Development Technical Assistance Manual


Department of Community College Services Policy Manual
Oregon Administrative Rules
Oregon Professional Development System Policies and Procedures

Oregon State Plan

NRS Implementation Guidelines

b.
How are these guidelines used to perform the job?

These materials are used to ensure compliance with all federal and state laws and regulations.

SECTION 6.  WORK CONTACTS

With whom outside of co-workers in this work unit must this position regularly come in contact?

Who Contacted
How
Purpose
How Often?

Local Title II Directors
In person/phone/writing
Planning, monitoring, TA
Daily
Basic skills instructors
In person/phone/writing
Assess staff dev. needs, tech asst.
Daily
  and staff

Other state agencies
In person/phone/writing
Planning, training, and assistance
Monthly


SECTION 7.  JOB-RELATED DECISION MAKING

Describe the kinds of decisions likely to be made by this position.  Indicate affect of these decisions where possible.

Prioritization of state leadership funds, selection of contractors and presenters for training activities, participation in the selection of competitive and non-competitive grant awards.  Because this position is responsible for promoting and assessing effective curricula and best practices in instruction around the state, a high level of expertise in adult education instruction and leadership is critical.  Each of these decisions will have an affect on the quality of training and delivery of state leadership activities throughout the state.

SECTION 8.  REVIEW OF WORK

Who reviews the work of this position?  (List classification title and position number.)  How?  How often?  Purpose of the review?

Education and Workforce Programs Manager, position number 971, Principal Exec/Mgr E, reviews the work of this position on an ongoing basis for overall effectiveness. The Education and Workforce Programs Team Manager prepares a formal performance evaluation. In addition, this position is a member of the Adult Basic Education Team and is accountable to the team for obtaining clarification of expected results, reporting on progress of assignments, and seeking guidance from team members.

SECTION 9.  SUPERVISORY DUTIES (COMPLETE ONLY FOR POSITIONS IN MANAGEMENT SERVICE)

a.
How many employees are directly supervised by this position?
(
)

Though subordinate supervisors?



(
)
b.
Which of the following supervisory/management activities does this job perform?


(

)
Plans Work


(

)
Assigns Work


(

)
Approves Work


(

)
Responds to Grievances


(

)
Disciplines/Rewards


(

)
Hires/Fires (or Effectively Recommends)


(

)
Prepares and Signs Performance Appraisals

SECTION 10.  ADDITIONAL JOB-RELATED INFORMATION

Any other comments that would add to an understanding of this position?

Special Requirements:  List any special mandatory recruiting requirements for this position.

The person in this position must have the equivalent of a Master’s Degree and five years of education experience in the adult education field.  Two years of the experience must have included program coordination responsibilities.

Budget Authority:  If this position has authority to commit agency operating money, indicate in what area, how much (biennially) and type of funds.

SECTION 11.  ORGANIZATIONAL CHART

Attach a current organizational chart.  See instructions for detail to be included on the chart.

SECTION 12.  SIGNATURES

Employee Signature




Date
Supervisor Signature




Date

Appointing Authority Signature



Date
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