Program and Policy Analyst – Adv – Bilingual 
(Spanish Language Policy and Community Engagement Analyst)
Department of Children and Families (DCF)
Division of Early Care and Education (DECE)
Early Childhood System Collaboration Unit (ECSCU)

POSITION SUMMARY
Under the general supervision of the Early Childhood System Collaboration Manager, the Spanish Language Policy and Community Engagement Analyst performs advanced-level professional policy and program analysis for statewide early care and education programs serving Wisconsin children, families, and providers. The incumbent serves as the Division’s lead Spanish-speaking policy analyst and strategic advisor on program access, policy implementation, stakeholder engagement, and systems improvement impacting Spanish-speaking communities.
This position is responsible for conducting comprehensive program and policy analysis; researching complex issues; developing recommendations; planning and implementing initiatives; evaluating effectiveness of programs and policies; and advising Division leadership on emerging needs, barriers, risks, and opportunities related to Spanish-speaking child care providers, families, and community partners.
The position applies an equity, language access, and customer-centered lens to statewide Division programs including child care subsidy, regulation, quality initiatives, family supports, outreach, and strategic initiatives. Work includes responsibility for identifying gaps in access and participation, recommending policy and operational changes, leading outreach strategies, coordinating stakeholder engagement, and supporting implementation of initiatives that improve outcomes for Spanish-speaking Wisconsinites.
This position functions with substantial independence and delegated authority, regularly interprets policy for complex situations, coordinates projects with internal and external stakeholders, and provides consultation to leadership regarding statewide program and policy decisions.
The incumbent will lead and administer translation of division communications, applying and evaluating communication and outreach strategies to increase engagement with DECE’s Spanish speaking population, as well as providing Spanish language interviews with local media on behalf of the division.
TIME	%	GOALS AND WORKER ACTIVITIES
30%	A.	Advanced Program and Policy Analysis, Planning, and Evaluation
A1.	Conduct comprehensive policy analysis regarding Division programs impacting Spanish-speaking child care providers, families, and communities.
A2.	Clarify policy and operational issues; design analytic approaches; gather qualitative and quantitative data; evaluate alternatives; and recommend appropriate courses of action.
A3.	Assess impact of proposed legislation, administrative rules, federal guidance, and program changes on Spanish-speaking populations and recommend implementation strategies.
A4.	Research barriers to access, participation, compliance, and customer experience within Division programs.
A5.	Develop options papers, briefing materials, reports, and executive recommendations for bureau, division, and department leadership.
A6.	Evaluate effectiveness of current outreach, communication, and service delivery models and recommend improvements.
A7.	Develop measurable performance indicators related to language access, engagement, and program participation.
A8.	Monitor implementation outcomes and recommend modifications to improve efficiency, effectiveness, and equitable access.
30%	B.	Program Implementation and Cross-Division Strategic Leadership
B1.	Lead implementation of policy, program, and operational initiatives designed to improve service delivery for Spanish-speaking providers and families.
B2.	Coordinate projects from concept development through implementation and post-launch evaluation.
B3.	Collaborate with program areas including Wisconsin Shares, Child Care Regulation, YoungStar, Provider Support, and other initiatives to integrate Spanish-language community needs into operations.
B4.	Serve as subject matter expert regarding Spanish-speaking stakeholder impacts during program modernization, system changes, forms redesign, training development, and communication planning.
B5.	Develop implementation plans, timelines, milestones, risk mitigation strategies, and success measures.
B6.	Provide recommendations impacting resource allocation, outreach investments, and program priorities.
B7.	Actively represent the Division in internal and external committees and meetings to provide thoughtful leadership in a manner that best represents the Division’s concerns
20%	C.	Stakeholder Engagement, Outreach, and Community Partnership Development
C1.	Develop and maintain two-way relationships with Spanish-speaking child care providers, parents, advocacy organizations, community leaders, and partner agencies.
C2.	Lead listening sessions, focus groups, advisory meetings, and outreach events to gather feedback that informs policy and program development.
C3.	Identify emerging issues affecting Spanish-speaking communities and elevate recommendations to leadership.
C4.	Partner with community-based organizations, counties, tribes, schools, and service networks to improve awareness and use of Division programs.
C5.	Develop culturally responsive outreach strategies and communication approaches that build trust and engagement.
C6.	Provide presentations, technical assistance, and policy guidance in Spanish and English as needed.
C7.	Develop effective tools and strategies for sharing information on lived experience engagement and strategic objectives with internal and external stakeholders about the Division’s programs
C8.	Communicate with and participate in community engagement activities with external agencies related to lived experience and family voice
C9.	Liaise and create relationships with Wisconsin Spanish-language media contacts, such as La Movida, Telemundo WI, La Comunidad, and El Conquistador, to potentially participate in interviews and publish Spanish-language outreach about Division’s programs
20%	D.	Translation Strategy and Professional Support
D1.	Advise program areas regarding prioritization, quality standards, and strategic use of translated materials supporting statewide initiatives.
D2.	Review high-priority Spanish-language materials for policy accuracy, consistency, and audience appropriateness.
D3.	Maintain professional competency regarding policy analysis methods, early childhood systems, language access best practices, and stakeholder engagement strategies.
D4.	Develop, implement and maintain Spanish translation procedure to identify and guide standard translation approach
D5.	Respond to provider, family, and public inquiries regarding DECE programs through email, phone, webform, or other support center intake method
D6.	Evaluate and develop a plan, related to inventory of Spanish language content and translations needed to improve promotion, engagement, and success of Spanish language communications and materials and for division programs and initiatives
D7.	Provide guidance and establish standards for consistency of Spanish-language materials to increase the promotion, engagement, and success of communication and outreach to Spanish-speaking audiences
D8.	Translate, review, and update training materials from Spanish to English for external audiences, for bilingual outreach events, Tuesday Talks, listening sessions, and program office hours, support center documentation, and phone and email scripts for customer service and support center operations
D9.	Deliver Spanish language presentations and participate in media interviews
D10.	Other duties as assigned.
KNOWLEDGE, SKILLS, AND ABILITIES
1. Professional fluency in spoken and written Spanish and English.
2. Extensive knowledge of program and policy analysis principles, methods, and practices.
3. Extensive knowledge of program planning, implementation, and evaluation.
4. Ability to independently conduct complex research and develop recommendations.
5. Ability to interpret statutes, rules, regulations, and policy guidance.
6. Ability to manage multiple high-profile projects simultaneously.
7. Ability to advise leadership on technical and public policy issues.
8. Knowledge of barriers impacting immigrant, bilingual, and Spanish-speaking families and providers.
9. Ability to prepare executive briefings, reports, and recommendations.
10. Extensive written and oral communication skills to successfully inform and engage a wide array of audiences within and outside the department
11. Easily engages with individuals from diverse backgrounds, particularly providers, caregivers and parents, and children who have lived experience in early care and education
12. Ability to establish collaborative relationships with a variety of stakeholders that lead to results and informal and formal relationships, especially in Spanish-speaking community
13. 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
14. Knowledgeable regarding principles of sharing power to improve systems
15. Embraces cultural humility when working with families and youth and embraces a strengths-based philosophy.
