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Classification Specification
	

	
	3109100

	
	WORKFORCE DEVELOPMENT SERVICES ADMINISTRATOR 



Class Summary

The responsibilities of this classification are to administer and manage the county-wide work training program. The Workforce Development Services Administrator is responsible for assuring that the county-wide work training program assists clients with attaining the knowledge and skills needed for success in today’s work world and assists employers in finding qualified employees.  Incumbents in this classification work with county staff, employers, educational institutions and clients to develop programs that address the career growth and training needs of the targeted population.   

Distinguishing Characteristics

This is a single level classification. The Workforce Development Services Administrator is responsible for the daily supervision, business planning, budget and administration of a specific county-wide program. The incumbent serves as primary staff support to the County’s Workforce Development Council as they identify program scope, priorities and budget. Incumbents in this classification are located in the Department of Community and Health Services, reporting to the Community Services Division Director.  
Examples of Duties (May vary by position)

1. Work with community partners and educators and serve as the technical expert to create effective employment and training programs.

2. Supervise professional and administrative staff.

3. Participate in division planning and programming designed to address County priorities in the criminal justice and human service areas that may be impacted by workforce training programs.

4. Provide staff support to the Workforce Development Council in creating and maintaining a county-wide employment and training system.

5. Determine project or program budget, schedule and scope; prepare overall program budget; assist in the justification of budget requests; determine financial and performance indicators and use evaluations to redirect projects/programs; monitor status of projects/programs.

6. Develop and maintain an organizational structure for the program that supports successful achievement of the required outcomes.

7. Negotiate contracts.

8. Ensure that the program maintains compliance with all relevant laws and regulations.

9. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Knowledge of the practices and principles of managing a workforce training program

Knowledge of the practices and principles of human resources

Knowledge of public budgeting and accounting principles, including knowledge of the process of securing and maintaining alternative funding sources

Knowledge of program development and management

Knowledge of the grant writing process

Knowledge of federal and state laws and requirements, including federal regulations that govern funding sources (such as grant funds)

Knowledge of the process and techniques for developing, monitoring and measuring performance standards

Knowledge of the principles of contract negotiation and contract administration

Skill in the ability to establish effective collaborative relationships with multiple stakeholders and providers

Skill in organizational
Skill in communications (oral and written) 
Skill in problem solving and conflict resolution
Skill in presentation
Skill in analytical
Skill in working with elected officials and the general public with diverging opinions and viewpoints

Skill in forecasting financial needs for the services offered by the program

Skill in evaluating funding sources and determining the appropriate course of action(s) to keep programs, projects and services within established guidelines

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) 

	Levels within same series
	None
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