Administrative Policy Advisor (Deputy Director)
Child Abuse & Neglect Prevention Board

POSITION SUMMARY

Under the direction of the Executive Director of the Wisconsin Child Abuse and Neglect Prevention Board (Prevention Board) and Celebrate Children Foundation (Foundation), this position assumes responsibility for a variety of sensitive, confidential and complex assignments.

The position will create and implement complex policies on a wide range of primary prevention strategies to prevent child abuse and neglect. To perform these tasks, the position will need to independently research and analyze existing policies, data, practice considerations, administrative rules and statutes. It is responsible for project management of special and ongoing Prevention Board initiatives identified as priorities by the Prevention Board. This position will provide operational support to the Prevention Board and Foundation, including procurement and fiscal procedures. In addition, this position is responsible for advancing policy and initiatives through the Prevention Board’s Community Investment Plan. Additional responsibilities include strong collaboration with state and local agencies to provide leadership and technical assistance on establishing and enhancing the continuum of child abuse and neglect prevention services throughout Wisconsin utilizing strategies that are equitable and inclusive of all rural, suburban and urban communities and residents. 

The position supports and advises the Executive Director, including representing the Executive Director in meetings and at events. This position is given substantial authority to act on behalf of the Prevention Board Executive Director and is charged with developing and advancing the Board’s policy agenda that is aligned with the Prevention Board strategic plan and builds collaboration across the agencies and systems represented on the Board.


Time%		GOALS AND WORKER ACTIVITIES 

40%	A.	Provide lead support of the Prevention Board’s and Foundations’ operational 
        management

A1.	Provide lead management of budget for the community investment plan, in close consultation with the Executive Director. 
A2. 	Manage all Prevention Board procurements including the development and implementation of procurement processes. This includes competitive procurements through grant exemption and simplified bids. The procurement process includes the development of proposals, objectives for the funding, review of proposals, and program goals. 
A3.     	Design and implement the Prevention Board’s community investment grants program to comply with statute requirements, strategic plan and strategies that are equitable and inclusive of all rural, suburban and urban communities and residents.
A4.	Maintain expert knowledge on statutory regulations regarding evaluation, biennial and other required reports. Manage and lead the writing and submission of the reports required in statute (program evaluation and biennial report)
A5.	Utilize statutory requirements and Prevention Board policy and recommendations to develop and write procurements for all available agency funds.
A6.	Manage the grant application process, in consultation with the contract administrators, ensure applicant questions, develop and write evaluation manuals, coordinate the technical reviews by evaluators and policy review by the Prevention Board.
A7.    	Work with program staff to identify policy issues and barriers to service delivery and prepare policy papers for the Prevention Board’s consideration.
A8.   	Oversee the internal fiscal controls for the Foundation including interfacing with the Foundation Treasurer.
A9.   	 Monitor Executive Orders and other agency requirements. Lead changes or develop plans for compliance. 
A10.  	Ensure Prevention Board meetings comply with open meetings and provide assist to other staff on open meeting requirements.
A11. 	Monitor Contractors’ compliance with contract terms, policies, grant requirements, and state and federal regulations through desktop reviews, report monitoring, site visits and other means to ensure the provision of high-quality services to families receiving direct service by a Prevention Board contractor.

20%	B.	Manage the alignment and advancement of the Prevention Board's strategic plan, community investment plan and public policy agenda.

B1.	In conjunction with the Executive Director, coordinate the development of the agency’s annual operational plan. Manage schedules and timelines to arrange meetings and agenda to keep the process and tasks on time. Ensure staff are appraised of progress and support the Executive Director as directed. 
B2. 	Provide project management to implement the strategic plan, community investment plan and public policy agenda.
B3.   	Propose changes to the strategic plan, community investment plan and policy agenda, when needed, to comply with legislation, administrative rules or executive orders. In conjunction with the Executive Director, present changes to the Prevention Board and coordinate training for staff. 
B4. 	Represent the Executive Director in his/her absence to brief the Prevention Board, Department Secretaries, Governor’s staff and legislators on matters related to policy and operations.
B5.     	Provide information as requested to the Executive Director for agency oversight and program improvement. Report on trends, best practices and needed improvements.
20%	C.	Lead the development, implementation and improvement of tools to measure prevention funded programs performance.

C1.	Lead the development and implementation of program performance reports from appropriate data systems. Work with local funded programs entering data and data system contacts to produce reports.
C2. 	Determine the availability, quality and limitations of program performance information and make recommendations to the Executive Director on how to improve the availability and quality of performance information. Develop and implement plans for improving performance. 
C3. 	Coordinate the development and distribution of performance reports using the performance data to show program results for the state parent education initiative and other prevention outcome measures. Work with Prevention Board staff and local funded program staff to develop report formats and distribution methods to ensure widespread understanding of program results. 
C4. 	Monitor data quality of local implementing agencies and ensure that required information is entered in the state’s prevention reporting data system.
C5.    	Provide training and technical support directly to local implementing agencies in the implementation of the state’s data collection requirements and use of the prevention reporting data system (including data entry, use of data system reports, and data export and analyses) and other required tools. 
C6. 	Lead staff support for the Prevention Board Performance Improvement Committee. This includes maintaining the membership of Directors on the Committee, posting meetings and minutes, and gathering their feedback for the annual community investment report.

10%	D.	Manage and supervise Child Abuse and Neglect Prevention Board contract administration staff.

D1.	Manage direct staff to complete tasks and activities according to the Prevention Board’s direction and strategic objectives.  
D2.	Attract, develop, coach, and retain high-performing personnel and provide adequate professional development opportunities.  Conduct recruitment, hiring, supervision, training, evaluation and performance recognition of staff.
D3.	Establish work priorities. Evaluate and provide timely performance feedback to employees throughout the year. Conduct annual performance evaluations and establish goals and expectations for staff as required by state human resource policies.
D4.	Actively participate with Human Resources in the recruitment and staffing process when filling office positions.
D5.	Ensure work rules are followed and participate in the investigation and disciplinary process (including terminations) when required.
D6.	Establish office operating procedures when necessary.
5%	E.	Complete assignments not provided for in other work objectives as assigned by the Executive Director to support the Prevention Board.

E1.	At the request of the Executive Director, work to address individual complaints and concerns that have not been assigned to other staff, or matter with which the staff may need assistance. Identify critical issues as they arise, alert the Executive Director as necessary and ensure the issues are scheduled for follow up discussion with the Executive Director or other appropriate forums.
E2.	Represent the Prevention Board and/or Executive Director on committees, task forces, workgroups, meetings, etc.
E3.	Participate in regular staff meetings and give progress reports and updates as appropriate and relevant.
E4.   	Coordinate professional development opportunities for staff and consultants to ensure organization has an equity lens.  
E5.    	Other duties as assigned by the Executive Director

KNOWLEDGE, SKILLS, AND ABILITIES

1. Experience with analyzing, drafting, and implementing legislation and major policy initiatives related to child abuse and neglect.
2. Knowledge of the legislative process.
3. Ability to develop policy direction or strategy on sensitive and complex issues related to children and families and advising high-level internal and external officials on positions and approaches.
4. Ability to establish and maintain effective, collaborative relationships with a wide variety of professional disciplines and personalities at the state and local level.
5. Knowledge of operational management, including state procurement, fiscal and budget processes.
6. Experience in project planning and management, including task identification, analysis and scheduling.
7. Knowledge of operational management, including state procurement, fiscal and budget processes.
8. Excellent written and oral communication skills, including professional presentation skills and experience.
9. Knowledge of various communication and media forms, their most appropriate uses and limitations.
10. Proficient computer skills including Microsoft Word, Power Point, and Excel.
11. Ability to simultaneously manage multiple tasks with limited supervision.
12. Excellent organization and time management skills, ability to set and accomplish short and long range goals.
13. Excellent interpersonal skills and ability to function as a strong team player.
14. Working knowledge of current literature and research relevant to child abuse and neglect prevention, primary prevention, public health and related areas.
15. Knowledge and ability to implement methods of planning, development and administering strengthening families and child abuse and neglect prevention programs.
16. Problem resolution and consensus building skills.
17. Ability to instruct, coach and support employees.
18. Willingness to travel as necessary to represent the Child Abuse and Neglect Prevention Board.
19. Knowledge of grants management.

