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Classification Specification
	

	
	2850100

	
	CONTINUOUS IMPROVEMENT SPECIALIST



Class Summary

The responsibilities of this classification include analyzing and evaluating business processes and management systems and applying Lean or similar methods to standardize and improve processes to deliver greater value and improve customer results.  
Distinguishing Characteristics

This is the journey level within the professional Continuous Improvement classification series.  Incumbents work with front-line leaders and work teams in their departments to apply Lean and other methodologies to improve business processes.  Work also includes coaching management activities, training, and supporting the Lean community of continuous improvement practice and activities. 
The Continuous Improvement Specialist (CIS) is distinguished from the Senior CIS in that the Senior has a deeper proficiency with lean technical concepts and application and leads projects with a broader scope and higher complexity. The Senior also has experience in larger cross-functional projects and in creating/executing plans for kaizen or other point improvements.  

Examples of Duties (May vary by position)

1. Research, study and analyze operational and management issues to determine deficiencies; apply Lean and other methodologies to standardize and improve processes.  
2. Facilitate groups and lead project teams in process improvement activities.  Coach teams on applying process/system analysis methodologies and techniques to issues such as staffing and resource utilization, workload planning and scheduling, work processes and procedures, and organizational structure; develop or revise policies, processes or systems to increase efficiency and cost effectiveness.

3. Develop and execute facilitation and training plans for less complex improvement activities.  Provide support to large, value stream based transformational improvement projects. .
4. Prepare reports, flow charts, organizational charts, graphs, and other documents summarizing findings and recommendations; present to stakeholders.

5. Implement or assist in implementing identified solutions; work with vendors and other external resources where required to ensure successful problem resolution.  Coordinate new systems into the work area and train users in new systems and methods.
6. Perform other duties as assigned.

Knowledge/Skills 
Demonstrated knowledge and skill training and facilitating basic Lean thinking and tools, e.g. customer requirements, waste, standard work, visual management, process mapping, root cause analysis, 5S, daily management, and A3 problem-solving  

Knowledge and skill in facilitation, consulting, change management, and conflict resolution  

Ability to model authentic behavior while working with CIT staff and clients

Able to translate basic business knowledge for clients and teams, and basic understanding of county operations and functions 

Demonstrated ability to work with diverse individuals with varying opinions and backgrounds  

Excellent organizational and project management skills 

Excellent written and oral communications skills, including the effective use of visuals in communication

Ability to manage multiple and shifting priorities; action-oriented 

Ability to work on a team in a matrix environment, meeting the expectations of the central Lean team and the departments in which work is taking place  

Ability to meet deadlines and work under pressure; problem-solver

Skill in using current office software programs including word processing, spreadsheet, database, presentation, and email 
Education and Experience Requirements

A minimum of two (2) years in a position dedicated to coaching and/or facilitating Lean or equivalent activities 
OR Any combination of experience/education/training that provides the required knowledge, skills, and abilities to perform the work.
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required. 
	FLSA Designation
	Exempt (Administrative)

	Service Status
	Career Service 

	EEO Code
	2

	Levels within same series
	Continuous Improvement Specialist, Senior and Master

	Class History
	Created  7/2014
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