DIVISION ADMINISTRATOR/ECONOMIC ASSISTANCE & WORK SERVICES
DEFINITION
Under general supervision of the Director of Human Services, will plan and direct work to provide low income residents with the resources necessary to meet basic needs (including cash income, shelter, food and medical care) and to assist them in becoming economically self sufficient through employment, whenever possible. Plan and direct work to implement programs, policies and procedures to determine eligibility and issue appropriate benefits to residents for W-2, Food Share, Medical Assistance, Emergency Assistance, Wisconsin Shares and similar programs.

EXAMPLES OF DUTIES
Monitor and evaluate program operations; supervise division unit heads, including recommending hiring, discipline, work assignments, performance evaluations, investigation and adjustment of grievances, training and development; develop and manage division budget and work plans to establish goals and priorities and to integrate county and contracted work efforts into cohesive programs to meet basic needs of families and individuals and employment related needs of job seekers and employers; direct planning and implementation of programs, policies and procedures to determine eligibility and issue appropriate benefits under applicable state and federal rules and county ordinances; direct the planning and implementation of employment and support services to assist eligible individuals and families to meet their basic needs through employment and community resources; represent division and department on issues related to economic support and employment programs at regional, state and federal levels. 

EMPLOYMENT STANDARDS

Education and Experience:  Either a master’s degree in a human services field and four years of related work experience, including significant management responsibility or a bachelor’s degree in a human services field and six years of related work experience, including significant management responsibility.  Experience must include demonstrated knowledge of Wisconsin’s economic support programs such as W-2, child care assistance, Food Share, Medical Assistance, and Emergency Assistance.

Knowledge, Skills and Abilities:  Knowledge of management principles and techniques, including personnel management, fiscal analysis and management, budgeting, program planning and evaluation; knowledge of state/federal programs and requirements; in-depth knowledge of W-2, Food Share, Medical Assistance, and other economic support programs; knowledge of needs and challenges of low income populations; knowledge of labor market and approaches to successful placement and retention of traditionally under-served workers; supervisory techniques and practices; possession of effective oral and written communication skills; ability to use standard Microsoft Office products and state IT software programs; ability to develop and implement programs; ability to manage staff and develop constructive working relationships with state and county officials and service providers.


Special Requirements:  Willingness and ability to travel extensively within Dane County.  A valid Wisconsin Driver's license (or eligibility for) and access to personal transportation is required.
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