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Position Description                                                                This position is:

	     New Position                               X   Revised or Review Date:
                                                                June 23, 2017

	 X Classified

	
	    Unclassified

	
	    Executive service

	
	    Mgmt Svc - Supervisory

	
	    Mgmt Svc - Managerial

	
	    Mgmt Svc - Confidential

	
	
	


	SECTION 1.  POSITION INFORMATION

	a. Classification Title:
	 Program Analyst 1
	b.  Classification No:
	

	c.  Position Establish Date: 
	
	
	

	d.  Position No: 
	
	e.  Working Title: Trade Act Navigator  
	

	f.  Agency: 47100
	
	g.  Section Name: Salem CTAU  
	

	h.  Budget Authorization No:  
	
	i.   Section Number: 084 
	

	j.  Work Location: Salem   
	
	k.   Representation Code:   OA
	

	l.  Employee Name:  
	

	m.  Supervisor Name:  Ricqué Smith   
	

	

	n.  Position:
	 X   Permanent
	   Seasonal 
	    Limited Duration    
	    Intermittent 

	
	X Full Time 
	   Part Time 
	End date: 
	   Job Share

	o.  FLSA:
	   Exempt

 x   Non-Exempt
	If Exempt:
	     Executive

    Computer   Professional
    Professional
    Administrative
	q. Eligible for Overtime:
	 X Yes

    No

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	SECTION 2.  PROGRAM AND POSITION INFORMATION

	

	a. Describe the program in which this position exists.  Include program purpose, who is affected, size, and scope.  Include relationship to agency mission.
The Employment Department is a large state agency with a mission to Support Business and Promote Employment.  We accomplish this by accurately administering the Unemployment Insurance (UI) benefits program; recruiting and referring applicants to job openings and assisting job seekers in their employment searches (Business and Employment Services);  developing and distributing workforce and economic information (Workforce and Economic Research); and adjudicating citizen and business disputes with agencies (Office of Administrative Hearings).

The department employs approximately 1300 employees in field offices located throughout the State with the central office in Salem.
The Oregon Employment Department strives to create an inclusive environment that welcomes and values the diversity of the people we serve. The Department fosters fairness, equity, and inclusion to create a workplace environment where everyone is treated with respect and dignity.




	b. Describe the primary purpose of this position, and how it functions within this program.  Complete this statement:  The primary purpose of this position is to:
Serve as the regional point of contact for information on trade activity for Trade Act participants, the regional Workforce Boards, and WorkSource offices.     The Trade Act Navigator delivers Trade Adjustment Assistance (TAA) services to program recipients.


	SECTION 3.  DESCRIPTION OF DUTIES

	
	
	
	
	
	

	List the major duties of the position.  State the percentage of time for each duty.  Mark “N” for new duties, “R” for revised duties or “NC” for no change in duties.  Indicate whether the duty is an “Essential” (E) or “Non-Essential” (NE) function.

	

	% of time
	N/R/NC
	E/NE
	DUTIES

	65%
	
	
	Coordinate with local boards, Regional Solutions Centers, workforce partners, economic development, and training providers to create industry driven on-the-job training opportunities and talent development options based on knowledge gained from employer contacts and meetings.
Review, coordinate, monitor, and communicate recruitment practices to meet the sector strategies objectives of the local workforce area.  
Raise literacy in centers regarding Trade Act services. Conduct training for workforce staff located in the workforce area that provides Trade Act information. Educate center staff on how to identify on-the-job training opportunities and employment opportunities for training completers.
Participate on Sector Strategy teams for region. Communicate each area Sector Strategy to the Central Trade Act Unit (CTAU) in an effort to inform and educate Trade Act participants entering the program on what is in demand in their area.


	
	
	
	Represent the Trade Act program on regional Rapid Response team. Collaborate with WorkSource Office (WSO) staff, the Workforce Board, and the Central Trade Act Unit to meet dislocated worker needs. Communicate if a petition for Trade Act has been, or will be filed for planning efforts.
Advise and educate program service providers to help them understand program guidelines and protocols.  Interpret and explain program rules, regulations, policies and procedures.  Work with community and agency partners to coordinate and improve planned services
Working as a liaison between the local WSO, Workforce Innovation and Opportunity Act (WIOA) and other community partners. Gather and synthesize data and compile information into reports and/or other written communication to educate the CTAU unit on local needs, current changes, policy/procedures and/or laws.  
Explain program processes and benefits; arrange for public presentations or coordinate workshops with affected worker groups, employers, community colleges, WIOA providers and other local partners.
Present program information at meetings, represent program and serve as spokesperson to service organizations such as business leaders, community partners and other stakeholder groups
Communicate to other state agency staff members, the public, individuals from local areas across the state to CTAU and other community organizations in writing, by telephone, and in person.

	20%

	
	
	Conduct comprehensive assessments of skill levels, aptitudes, abilities, skills gaps, career interests, employment barriers, and supportive service needs individually and in group settings.
Provide progressive assessments as-needed to inform provision of services on an ongoing basis.
Align career planning efforts with LMI and local sector strategies.
Assist jobseekers with accessing, interpreting and implementing appropriate career planning tools.


	
	
	
	Facilitate, or host, group Trade Act Information Sessions to affected workers, in collaboration with Unemployment Insurance, the Central Trade Act Unit and the local WSO. Sessions to be focused on benefits and services available to affected workers as well as the sector strategies in their area. Schedule future assessment appointments after the session; transmit confidential information to Central Office.
Provide outreach to affected workers to market TAA program; attend weekly Central Trade Act meetings by phone; quarterly in person. Attend local WSO meetings.
Coordinate and monitor the eligibility and determination process of multiple Trade Adjustment Assistance program services. This training program enhances the potential job opportunities of thousands of Trade Affected Dislocated Workers.
Analyze, research, and interpret federal regulations and policies governing the Trade Adjustment Assistance Program.  This knowledge encompasses several sets of distinct rules and laws.  Collaborate with affected workers to develop individual service plans and provides recommendations and procedural guidance for administering the program statewide.
Refer customer to resources within the agency or community.  Evaluate program requests against program requirements and approve or deny requests. Review case status to determine continued funding under program statues or decide if applicant meets criteria for program service applied for.

	10%
	
	
	As needed, work with TAA customers to develop an Individual Service Plan (ISP). 

Navigate participants/claimants to UI and/or TRA benefits and claiming process.  Request reports (Benefits Analysis Worksheets) from TPU and explain UI requirements as it relates to the claimant’s TRA eligibility.

May authorize reimbursement of costs based on federal definition of reasonable cost for job search allowances, relocation allowances, retraining allowances, supplies/tools/equipment allowances, and transportation/subsistence allowances.

Collect invoices from employers, vendors and training institutions; review for mistakes, authorize charges and hours worked.  Seek resolution when necessary, including restitution.



	
	
	
	May authorize vendors to bill the State of Oregon Trade Act Unit; authorize invoices, analyze receipts and make payments.

Make work-based opportunities available to customers in accordance with local area plans and investment strategies.

Pursue OJT opportunities with employers and make appropriate OJT-related referrals for work-ready jobseekers.

Research opportunities and develop relationships with local apprenticeship programs and training centers to make this training model available to customers.

	5%
	
	
	Input, retrieve, and analyze information on businesses, labor market, referrals and available labor pool.
Represent WSO at workforce partner, economic development, or employer planning meetings.  Make presentations to community, business, and partner groups.
Coordinate and assist with the planning and implementation of job fairs.
Perform other duties within classification, such as Resource Room coverage, as requested to ensure seamless customer service delivery.

	100%
	
	
	


	SECTION 4.  WORKING CONDITIONS

	

	Describe any on-going working conditions.  Include any physical, sensory, and environmental demands.  State the frequency of exposure to these conditions.

	Requires extensive travel to OED WSO offices around the state as well as Central Trade Act Unit. Receive and direct people or telephone calls that may be irate and/or verbally abusive.  Requires prolonged sitting or standing, frequently at a desk.  Requires extensive use of the telephone and computer terminal.  Office is a fast-paced, sometimes noisy environment that requires the ability to work with multiple distractions and interruptions.  Ability to communicate orally and in writing.  Visit businesses and make presentations to large or small groups.



	SECTION 5.  GUIDELINES

	

	a. List any established guidelines used in this position, such as state or federal laws or regulations, policies, manuals, or desk procedures.

	Federal and State laws, rules, regulations and policies about the Unemployment Insurance and Employment Services programs. Employment Department Staff are expected to be knowledgeable about federal and State workforce programs, rules and regulations, and have the ability to apply the requirements of the programs, rules, and regulations, according to their position requirements.  One example of regulations all staff should be knowledgeable about: the federal Workforce Innovation & Opportunity Act Methods of Administration for Equal Opportunity and Non-discrimination.

•
State and Interstate Benefit Manuals
•
Oregon Revised Statues and Administrative Rules
•
Trade Act Manual

•
Trade Act Training Manual

•
Employment Services Manuals
•
Unemployment Services Manuals

•
Confidentiality Handbook

•
WorkSource Oregon Operational Standards



	


	b. How are these guidelines used?

	Trade Act Navigators will refer to the above resources to research, interpret, and explain processes; ensure that Department of Labor criteria are met; and fulfill agency policies.  Communicate accurately the program rules and solve disputes with participants, staff, employers and partners agencies.

These guidelines are used daily to ensure proper administration of the TAA program; to solve problems and to develop, recommend and implement TAA policies and procedures; to maintain agency compliance with laws and regulations.


	SECTION 6.  WORK CONTACTS

	

	With whom, outside of co-workers in this work unit, must the employee in this position regularly come in contact?

	

	Who contacted
	How
	Purpose
	How Often?

	Trade Act Navigators will refer to the above resources to research
	In person, e-mail, telephone, and mail
	To explain program criteria, gain further information, answer questions and provide job information
	Continually throughout the day.

	Businesses
	In person, e-mail, telephone, and mail
	To place open positions, follow-up on open positions, exchange information
	Continually throughout the day.

	Claimants
	In person, e-mail, telephone, and mail
	To explain eligibility and program requirements, rights and responsibilities, gain further information and answer questions
	Continually throughout the day.

	Central Office
	In person, e-mail, telephone, and mail
	To get clarification of program requirements or request program approval
	Periodically as needed

	Community/Workforce Partners
	In person, e-mail, telephone, and mail
	To arrange for needed services and coordinate ongoing services
	Daily

	Supervisors
	In person, e-mail, telephone, and mail
	To get advice or guidance on particular questions, to clarify instructions 
	Daily

	State Agencies
	In person, e-mail, telephone, and mail
	To submit required reports, to get clarification of program requirements, to refer problems
	Quarterly or more frequently as needed

	


	SECTION 7.  POSITION RELATED DECISION MAKING

	

	Describe the typical decisions of this position.  Explain the direct effect of these decisions.

This position responds to requests daily about situations that require independent decisions based on appropriate and accurate interpretations of federal/state laws, rules and regulations.  Many of the decisions made by this position do not have precedents or clear guidelines.  The decisions are based on interpretation of rules and analyzing gathered facts.  This position is responsible for approving payments and program eligibility.

These decisions can directly affect the benefits received by Trade Act participants.

	SECTION 8.  REVIEW OF WORK

	

	Who reviews the work of the position?

	

	Classification Title
	Position Number
	How 
	How Often
	Purpose of Review

	PEM B – B&ES CTAU

Manager
	0000845
	Daily. In person, on phone. Also conducts annual performance appraisal to discuss with employee how well performance standards and goals have been met during the past year.
	Daily. 
	To ensure completeness, accuracy, and adherence to department policy and procedures and federal and State laws, rules, and regulations.

	
	
	
	
	

	Lead Worker
	000258
	Review & assign work
	Daily and/or as needed
	To provide training, technical assistance, &

Guidance.

	


	SECTION 9.  OVERSIGHT FUNCTIONS

	

	a.
How many employees are directly supervised by this position?
	

	
How many employees are supervised through a subordinate supervisor?
	

	       Is this a lead worker position?          Over how many employees?    

	

	b.     Which of the following activities does this position do?

	
	
	Plans work 
	
	Coordinates schedules

	
	
	Assigns work
	
	Hires and discharges

	
	
	Approves work
	
	Recommends hiring

	
	
	Responds to grievances
	
	Gives input for performance evaluations

	
	
	Disciplines and rewards
	
	Prepares & signs performance evaluations

	


	SECTION 10.  ADDITIONAL POSITION-RELATED INFORMATION

	

	ADDITIONAL REQUIRMENTS: List any knowledge, skills, certificates and licenses needed at time of hire that are not already required in the classification specification:
a)
Demonstrate a thorough knowledge and understanding of the Employment Department and WSO Services.

b)
Communicate professionally and appropriately with customers, partners and co-workers verbally and in writing.  Know and understand the cultural diversity dynamics that exist within the service delivery area and adjust service delivery as needed to meet the needs of the population served.

c)
Organize personal workload to be responsive to team members in meeting customer needs and production goals. Take personal responsibility for meeting the goals within the agency standards.

d)
Maintain objectivity when dealing with businesses, job seekers and claimants. Effectively handle customers who are emotional, uncooperative, hostile, abusive, threatening, mentally unstable or under the influence of a controlled substance. Know and understand the Department and office customer complaint process.  Comply with agency confidentiality rules, laws and policies and upholds the public trust relating to program administration and confidentiality.
e)
May evaluate service delivery and make recommendations for improvement. May provide leadership in meeting program goals.  May monitor processes, procedures, delivery and results for compliance with the outcomes or goals.

f)
May be required to assist other field office staff to balance workload or to do special projects as assigned by supervisor.

	g)
Maintain regular and punctual attendance. Accept constructive feedback with open, cooperative, positive and team-oriented attitude.

h)
Use professional phone techniques, effective interviewing skills and excellent customer service skills in every customer contact.

i)
Be able to work independently and achieve desired outcomes without supervision.
This position requires successfully passing a criminal records check, which may require a fingerprint-based records check, as a condition of employment.



	


	BUDGET AUTHORITY: If this position has authority to commit agency operating money, indicate the following:

	

	Operating Area
	Biennial amount  ($00000.00)
	Fund type

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	SECTION 11.  ORGANIZATIONAL CHART

	

	Attach a current organizational chart.  Be sure the following information is shown on the chart for each position:  classification title, classification number, salary range, and employee name and position number.

	


	SECTION 12.  SIGNATURES

	Signatures certify the form is the most recent version of the position description and contains complete and correct information describing the job that OED management wants this position to do.
__________________________________
___________________________________

Employee Signature                                  Date
Supervisor Signature                                    Date

__________________________________

Appointing Authority Signature                  Date
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