Program and Policy Analyst (Digital Accessibility Specialist)
Department of Children & Families
Division of Early Care and Education
Bureau of Operations and Planning – Training and Program Communications Section

POSITION SUMMARY
Under the general supervision of the Bureau of Operations and Planning (BOP), Training and Program Communications Section Manager, the Limited Term Employment (LTE) Program and Policy Analyst position is responsible for providing Digital Accessibility expertise to the Division of Early Care and Education (DECE) staff and other key internal and external stakeholders. This position will be directly responsible for research, analysis, and development of policies, procedures, and protocols related to digital accessibility requirements at the department and division level. This LTE position will also analyze, develop, and execute digital accessibility training opportunities throughout DECE. This LTE position will also serve as DECE’s accessibility contact for the Wisconsin Shares, YoungStar Quality, licensing, regulation, health and safety, and program integrity programs. This position is also responsible for coordinating with BOP staff in the tracking and management of the division’s digital accessibility compliance plan and presentation of status updates to the Department of Children and Families (DCF) Secretary’s Office.

TIME	%	GOALS AND WORKER ACTIVITIES
50%	A.	Serve as the DECE expert for Digital Accessibility program and policy requirements 
A1.	Implement, manage, and enforce Digital Accessibility policies and processes in accordance with established DCF Standards. 
A2.	Ensure timely communication and technical assistance with Department of Children and Families (DCF) and DECE key stakeholders. 
A3.	Review and remediate existing DECE program area materials to ensure full compliance with federal Digital Accessibility requirements and DCF Standards. 
A4.	Maintain accessibility documentation through multiple tracking databases, including the Digital Accessibility Teams SharePoint site and related websites. 
A5.	Manage procedures to ensure relevant policies and subsequent updates are followed. Identify when changes to federal, state, or agency policies impact DECE’s accessibility process. 
A6.	Create training materials for accessibility learning opportunities. 
A7.	Analyze the effectiveness of existing processes and proactively identify and propose recommendations to improve the accuracy of accessibility policies and processes as a result of the analysis. 

25%	B.	Coordinate and implement the DECE digital accessibility compliance plan
B1.	Consult with and advise leadership in the bureau and division on Digital Accessibility policies, processes, and progress to ensure timely compliance.
B2.	Develop and manage the necessary process to update and review for accessibility materials prior to publishing to ensure compliance with digital accessibility policies and guidelines with the division’s Forms and Publication Leads. 
B3.	Coordinate “Office Hours” and meetings with DECE accessibility coordinators to prioritize materials for remediation.
B4.	Communicate project implementation feedback to departmental and divisional communications team and leadership regarding common accessibility issues identified during remediation activities to support ongoing process improvement. 
	
15%.	C.	Provide Training and Technical Assistance for DECE Staff 
C1.	Assist the Secretary’s Office and BOP Communications staff to develop and maintain internal training materials (presentations, guides, quick reference sheets) to support staff in implementing established accessibility procedures. 
C2.	Coordinate and participate in the development and delivery of live or virtual training sessions to staff on established accessibility procedures, bureau workflows, and document remediation practices. 
C3.	Provide individual technical assistance to staff on applying established accessibility standards to specific documents or other electronic content. 

10%	D.	Miscellaneous duties
D1.	Research best practices, resources, and digital accessibility standards in order to accurately apply established requirements in assigned remediation work 
D2. 	Research best practices, resources, and digital accessibility standards in order to accurately apply established requirements to implement, manage, and enforce Digital Accessibility policies and processes.
D3.	Other duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES
1. Knowledge of federal and state laws regarding digital accessibility.
2. Ability to lead workgroups in the completion of priority projects.
3. Knowledge of the WCAG 2.1 AA or most recent standard for web accessibility and practical techniques for accessible documents, media, and web content. 
4. Ability to use accessibility evaluation and testing tools, including PAC2024 and NVDA, and manual testing techniques (keyboard navigation, basic screen reader checks, contrast review, tag tree). 
5. Proficient with Microsoft Office 365, Adobe Pro, and Google applications.
6. Knowledge of captioning and transcription technology and guidelines
7. Ability to prioritize and manage multiple large-scale projects.
8. Extensive written and oral communication skills to successfully inform and engage a wide array of audiences within and outside the department.
9. Knowledge and skills with researching issues, gathering information, and writing about complex topics in plain language. 
10. Knowledge and skill in computer use, including document management software, graphic or photo imaging software, web page creating and editing software, as well as programs for developing presentations, creating and publishing marketing materials, word documents and spreadsheets.
11. Ability to use web editing software and/or graphic design software such as Adobe Acrobat, Photoshop, Drupal, and InDesign. 
12. Knowledge and skills with multi-faceted communications, public relations, and marketing. 
13. Knowledge and skills in publication development and distribution. 
14. Knowledge of branding and developing targeted communications. 
15. Attention to detail and accuracy. 
16. Strong organizational skills. 
