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	1. Position No.
	2. Cert / Reclass Request No.
	3. Agency No.

	State of Wisconsin
Office of State Employment Relations

	327748
	Updated
	
437

	4.  NAME OF EMPLOYEE
	5.  DEPARTMENT, UNIT, WORK ADDRESS

	[bookmark: Text17]  
	WI Department of Children and Families
Division of Safety and Permanence

	6.  CLASSIFICATION TITLE OF POSITION
	Office of Youth Services

	[bookmark: Text18]  PROGRAM AND POLICY ANALYST – ADVANCED
	201 E Washington Ave
Madison WI 53703

	7.  CLASS TITLE OPTION (to be filled out by Human Resources Office)
	8.  NAME AND CLASS OF FORMER INCUMBENT

	[bookmark: Text9]       
	Christine Lenske
Program and Policy Analyst Advanced

	9.   AGENCY WORKING TITLE OF POSITION
	10.  NAME & CLASS OF EMPLOYEES PERFORMING SIMILAR DUTIES

	Independent Living Coordinator
	     
     

	11.  NAME AND CLASS OF FIRST-LINE SUPERVISOR
	12.  FROM APPROXIMATELY WHAT DATE HAS THE EMPLOYEE

	Wendy Henderson, Section Chief
Human Services Supervisor
	       PERFORMED THE WORK DESCRIBED BELOW?
	2006

	13.  DOES THIS POSITION SUPERVISE SUBORDINATE EMPLOYEES IN PERMANENT POSITIONS? 
       IF YES, COMPLETE AND ATTACH A SUPERVISOR EXCLUSION ANALYSIS FORM  (OSER-DCLR-84).
	YES
	|_|
	NO
	|X|

	14.  POSITION SUMMARY - PLEASE DESCRIBE BELOW THE MAJOR GOALS OF THIS POSITION:

	
SEE ATTACHED

	15.  DESCRIBE THE GOALS AND WORKER ACTIVITIES OF THIS POSITION (Please see sample format and instructions on Page 3.)

      - - GOALS:  Describe the major achievements, outputs, or results.  List them in descending order of importance.
      - - WORKER ACTIVITIES:  Under each goal, list the worker activities performed to meet that goal.
      - - TIME %:  Include for goals and major worker activities.



	TIME %
	GOALS AND WORKER ACTIVITIES                                                                                  (Continue on attached sheets)



	


	
SEE ATTACHED

	16.  SUPERVISORY SECTION – TO BE COMPLETED BY THE FIRST LINE SUPERVISOR OF THIS POSITION (See instructions on Page 2.)

	[bookmark: Check3][bookmark: Check4][bookmark: Check5]a. The supervision, direction, and review given to the work of this position is |_| close |_| limited |X| general.
b. The statements and time estimates above and on attachments accurately describe the work assigned to the position.  
    (Please initial and date attachments.)

Signature of first-line supervisor _________________________________________________________ Date _____________________________


	17.  EMPLOYEE SECTION - TO BE COMPLETED BY THE INCUMBENT OF THIS POSITION

	I have read and understand that the statements and time estimates above and on attachments are a description of the functions assigned my position.
(Please initial and date attachments.)


Signature of employee _________________________________________________________________ Date _____________________________



	

18.  Signature of Personnel Manager ________________________________________________________ Date _____________________________



	DISTRIBUTE COPIES OF SIGNED FORM TO:
	|_| P-FILE
	|_| OFFICE OF STATE EMPLOYMENT RELATIONS
	|_| EMPLOYEE
	|_| DEPARTMENT
	|_| CERT REQUEST COPY




POSITION SUMMARY

Under the general direction of the Section Chief of the Bureau of Youth Services (BYS) in the Division of Safety and Permanence, this advanced level position is responsible for developing and implementing policies and procedures for statewide locally and regionally-administered programs to achieve BYS and Department of Children and Families’ goals. This position performs high level program and policy analysis and evaluation for youth services programs with a primary focus on the Chaffee Foster Care Independent Living Program, which targets independent living (IL) services, supports and resources for youth in and aged out of the child welfare system.  This position oversees the allocation of the Chaffee Independent Living funds, provides training and technical assistance to stakeholders, and also facilitates the state’s Youth Advisory Council (YAC).  This position has the responsibility to make complex independent decisions for youth services programs.  This position will participate in strategic planning and collaboration as needed to advance and improve service integration activities within the Division, and outcomes for older youth.  

   (Rated PD
       Only)

TR1     TR2     TIME%     	GOALS AND WORKER ACTIVITIES
		    
30%	A.	Develop and implement policies, procedures and standards related to the
statewide IL program. 

A1. 	Conduct analysis of current and proposed IL programs and models to assist in development of innovative program alternatives, develop conclusions, and make recommendations to internal staff, agencies, and stakeholders.

A2.	Analyze policies, procedures and regulations relating to IL programs for youth child welfare programs to determine which require the development of new business requirements.

A3.	Recommend changes needed in youth programs and policies to Bureau and Division leadership. 

A4.	Identify changes in federal policies and procedures that will impact on state youth program activities.  	

A5.	Provide statewide independent living consultation and technical assistance on behalf of the Department to agencies, organizations, and individuals to assist in the continued quality improvement of youth programs and services and ensure delivery of effective program strategies to address youth risk factors.  

A6.  	Acquire and summarize information regarding studies, resource materials, legislation and new programs on evidence-based independent living programs. 

A7.  	Prepare presentations and other training sessions on topics to promote and assure provision of quality youth development programs.

		30%	B.	Provide contract management and program oversight for independent living
				program and services.

				B1.	Work closely with counties, tribes, partner agencies, and other stakeholders to implement the requirements of state and federal independent living programs as set forth in law and policy and in accordance Finance and Budget policies, rules, regulations and procedures.

				B2.	Develop proposals, RFPs, contracts, action plans and timelines, as needed.

				B3.	Review program standards/procedures, operations, and local plans/goals/outcomes for adherence to program requirements.

				B4.	Review plans/reports to ensure progress on service objectives and goals.  Communicate regularly via email, phone consultation and/or in person.  Prepare report findings for distribution.

				B5.	Effectively identify, define, and address programmatic issues in a timely manner.  Keep supervisor informed of important issues needing resolution.  

				B6.	Ensure fiscal responsibility and timely submission of invoices, accounting reports and grant reports.

				B7.	Oversee and monitor county, nonprofit, tribal and agency program budgets to ensure compliance with state and federal regulations regarding funding, allocations, and agency expenditure reports.

			30%	C.	Support the mission of the Bureau of Youth Services and the Department
						through participation in youth development oriented projects.

				C1.	Serve as youth development lead in the coordination of requests for proposals (RFPs), requests for applications (RFAs) and related application and guidance materials to solicit grant applications and proposals for special initiatives or demonstration projects consistent with national best practice and national and state youth development regulations, legislation, standards and guidelines.

				C2.	Develop guidelines, technical reports, work plans, correspondence, memos, reference materials, grant applications, plans, and conduct complex analysis to assist in the management of youth services activities especially as it relates to youth development.

				C3.	Represent the Department and Division and assist the Division staff in planning, development, implementation and evaluation of youth development.

				C4.	Coordinate with other state agencies and organizations, such as 	Department of Public Instruction (DPI), Department of Health Services (DHS), Department of Workforce Development (DWD), Department of Corrections (DOC), and others to support the Department’s objectives.

				C5.	Manage workgroups, which may involve staff from other departments, other bureaus within DCF and other state agencies and local county agencies to ensure consistency with the programmatic and system goals.

				C6.	Facilitate the state’s Youth Advisory Council (YAC) and support local agencies with the development and/or maintenance of local councils.  

				C7.      Maintain documentation concerning initiatives, and act as an information resource about the initiative when questions arise in the future.

				C8.	Maintain and update DCF Youth Services website.  Research and update links to resources including evidence-based research and program registries.  Research and respond to information requests from government and community agencies, Tribes, and the general public in a timely manner.

				C9.	Complete special assignments, including controlled correspondence, bill analysis, position papers, and special reports.

			10%	D.	Conduct evaluation and research projects.

				D1.	Assist on research and evaluation of youth child welfare policies and programs.

				D2.	Coordinate the gathering and inputting of data on other states’ efforts in youth focused child welfare.

				D3.	Prepare and draft reports or policy briefs that result from evaluation and research efforts.

				D4.	Research opportunities for the Division of Safety and Permanence to participate in evaluation activities related to youth focused 	welfare, specifically in areas where none currently exist.

				D5.	Create databases to store information gathered for research and evaluation projects.

				D6.	Perform other duties as assigned.


KNOWLEDGE, SKILLS AND ABILITIES

· Extensive knowledge of programs and principals related to youth development in the areas of:  independent living and youth transitioning out of care

· Extensive knowledge of program and policy development, implementation and oversight

· Ability to establish collaborative relationships with a variety of stakeholders that lead to results and informal and formal relationships

· Knowledge of federal and state laws, regulations, standards and policies in child protective services and out-of-home care of youth in the public child welfare system

· Principles and experience in conducting public policy research and evaluating policy options.  This includes the identification and application of best practices, comparative analysis of other state programs, cost/benefit analysis and other research techniques.  

· Principles of effective project management and team development and leadership.

· Skills in developing program performance reports for the executive level, program managers, and the community.

· Excellent communications and writing skills, including public speaking and effective communications with a wide range of diverse audiences, including executives, vendor agencies, advocates, and front-line analysts and program staff. 

· Ability to develop and implement training programs and material.


