Policy Initiatives Advisor-Admin 
Communications and Policy Advisor
Communications Office in the Office of the Secretary
Position # 339058

POSITION DESCRIPTION

Position Summary:

The PIA Admin serves as the principal policy advisor under the general direction of the Communications Director in the Secretary’s Office. This position guides the development of communication materials, provides policy research and analysis, assists in decision-making on key policy and communication issues, and directs project implementation and management. 

This position serves as a principal advisor in the interpretation and prioritization of complex comprehensive policy requests, strategic plans and projects of the agency or individual divisions. DCF’s communication and policy program provides analysis and disseminates complex, technical, and often controversial information on various policies, initiatives, legislation, issues, and accomplishments to a wide audience, including counties and tribes, the governor, the legislature, other state agencies, partner organizations, non-profits, civic organizations, the general public, and the media. This position will work with all DCF divisions and programs in the implementation of department wide communications and policy, statutes, and rules. This position will work with the Secretary’s Office, Leadership Team, and DCF program areas to identify, analyze, and evaluate issues, events, or trends that would have an impact on departmental programs and initiatives, with an emphasis on presenting a consistent frame that relates to the agency’s strategic priorities. This position will advise the Secretary’s Office about ways to respond and approaches to take; and directs the development, review, and publication of information, materials, and decision-making. This position develops and maintains working relationships with administrative and professional staff within the department, and external to the department including other state government entities, communications professionals, the legislature, and the public. 
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	Worker Goals and Activities

	
	
	
	

	45%
	A.
	
	Oversee the development, organization, implementation and maintenance of the comprehensive department communications and policy programs, related policies, initiatives, and strategies.

	
	
	
	

	
	
	A.1. 


A2.




A3.





A4.
	Work with the Secretary and agency leadership to establish agency-wide policy and/or communication strategies and content.
Monitor, evaluate, and inform the Secretary and agency leadership team of policy, public and press reactions to departmental programs, policies, services, and initiatives and the impacts those will have on the deployment of the agency programs. 
Evaluate existing policy analysis and communications systems and information-sharing processes to ensure that information on departmental programs is consistent with the Secretary's policies and directives. 

For major policy requests the agency develops, including the biennial budget, lead the development of the policy justification, through collaboration with division policy staff, that includes the problem charge for policy requests, the research or best practice information, the available alternatives, and the rationales. 

	
	
	
A5.  




A6 



A7. 

	Research, implement, monitor, and evaluate new communications and policy programs, policies, tools, or techniques in an effort to effectively communicate to diverse audiences about issues, policies, and programs.
Using short- and long-range planning principles, establish communications and policy program goals, objectives, priorities, and target dates that are consistent with the department’s policy and program priorities. 
Liaise communication and policy objectives to key department and interagency councils and staff to ensure coordination and alignment with agency strategic priorities. Oversee the development of outreach plans for DCF and divisions to ensure all key stakeholders are identified and provided clear messaging.

	
	
	
	

	
	
	A8. 
	Coordinate with the Secretary, agency leadership, and divisions to identify communication and policy decision dissemination opportunities for agency and division data. 

	
	
	
	

	
	
	A9.
	Oversee the creation and execution of opportunities to use content generated for policy support across various communication formats (website, social media, multimedia).

	
	
	
	

	
	
	A10.
	Coordinate, identify and analyze the need for educational and informational materials for agency leadership and the divisions. 

	
	
	
	

	
	
	A11.
	Oversee the preparation of strategies to ensure the agency’s vision and strategic priorities are understood by key stakeholder groups. 

	
	
	
	

	
	
	A12. 
	Collaborate with the Secretary’s Office and division leaders to identify and execute internal and external messaging plans; staff trainings; partner communications; and event opportunities. 

	
	
	
	

	
	
	A13.
	Develop biennial budget communication activities to support the DCF budget.  

	
	
	
	

	
	
	A14.
	Monitor and evaluate all communication activities and spending to ensure all internal and external communication functions stay within budget. 

	
	
	
	

	10%
	B.
	
	Oversee Agency Communications and Policy Training Development, Planning, and Strategies

	
	
	
	

	
	
	B.1.
	[bookmark: _Hlk38453950]Develop and establish agency-wide training strategies, policies, and procedures for communication and/or policy activities of department staff.

	
	
	
	

	
	
	B.2.
	Oversee the coordination and development of communications and policy training programs for staff to learn how to develop and implement division-level communications and policy activities.


	
	
	B.3.
	Develop a communication and policy analysis justification process that incorporates research, best practices, and a detailed communication and policy analysis as part of policy requests.

	
	
	
	

	
	
	B.4.
	Provide leadership and support to the Communications and Policy Team to improve practices around the development of policy and communications about policy changes for the agency and divisions.

	
	
	
	

	
	
	B.5.
	Monitor and evaluate Secretary’s Office training activities to ensure they are supporting the goals/vision/strategic priorities of the agency.

	
	
	
	

	35%
	C.
	
	Manage and Oversee External Relations, Project Management and Implementation, and Policy Analysis for the Secretary’s Office and Agency-wide Activities

	
	
	
	

	
	
	C.1. 
	Prepare and/or assist with the development of policy analysis memos, strategic plans, project management, major speeches, position papers, and announcements for the Secretary’s Office as required.

	
	
	
	

	
	
	C.2.
	In collaboration with executive staff and policy and program leads, identify short- and long-term policy, communications, public information and public relations goals and objectives and recommend and implement policies and strategies to meet those needs.

	
	
	
	

	
	
	C.3.
	Develop policy and/or public information strategies for response to issues arising in the legislature, DCF programs, and/or the media.

	
	
	
	

	
	
	C.4.
	Provide talking points, comments, and other communications materials as needed and as appropriate for DCF program areas. 

	
	
	
	

	
	
	C.5.
	Research and respond, verbally and in writing, to complex, high profile, and sensitive inquiries, complaints, and information requests from the public, legislators, legislative staff, other state agencies, stakeholder organizations, and the Governor’s Office, regarding DCF programs, policies, and services.

	
	
	 
	

	
	
	C.6.
	Collaborate with DCF staff for subject matter knowledge needed to coordinate responses and requests for information and support agency-wide policy development and analysis.

	
	
	
	

	
	
	C.7.
	Establish, maintain, and manage relationships with internal and external stakeholders (e.g. state legislators, legislative staff, other state agency officials, government organizations, communications professionals, and other partners) in coordinating, communicating, and collaborating on agency policy and program issues.

	
	
	
	

	
	
	C.8.
	Assist in coordinating strategic travel for the Secretary including drafting agendas, contacts, briefing on specific and important issues, and other necessary preparations with the goal to push forward department priorities and ask.

	
	
	
	

	10%
	D.
	
	Perform General Supervisory Functions

	
	
	
	

	
	
	D.1.
	Assign work activities, tasks and projects to subordinate staff.

	
	
	
	

	
	
	D.2.
	Provide training, direction and guidance to staff in the performance of duties.

	
	
	
	

	
	
	D.3.
	Set goals and expectations for staff and evaluate performance using the department’s annual performance evaluation system.

	
	
	
	

	
	
	D.4.
	Actively participate with the Bureau of Human Resources in the recruitment and staffing process when filling office positions.  

	
	
	
	

	
	
	D.5.
	Ensure department work rules are followed and participate in the investigation and disciplinary process (including terminations) when required.  

	
	
	
	

	
	
	D.6.


	Hear and respond to employee grievances as required.  



KNOWLEDGE, SKILLS AND ABILITIES

1. Extensive knowledge of techniques and methods of project management, work planning, organization and delegation.
2. Ability to work with the stakeholders and/or working in policy, government, journalism, communications, or public relations.
3. Knowledge of policy analysis and targeted communication planning, strategic message and plan development & dissemination.
4. Skilled ability to write effectively and persuasively including policy memos, strategic plans, reports, speeches and/or remarks for agency leadership. 
5. Ability to inform and engage a wide array of internal and external parties.
6. Extensive written and oral communication skills to successfully inform and engage a wide array of professionals, stakeholders and interested parties within and outside the department.
7. Ability to provide leadership, coordination and direction for programs and staff.
8. Knowledge of principles, practices and techniques used in the supervision of employees.
