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Job Description

	Job Title
	Director of Workforce Services

	Department
	Workforce Services

	Reports To
	· Bluegrass Governing Board of Local Elected Officials
· Bluegrass Workforce Innovation Board
· Bluegrass Area Development District, Executive Director

	Location Address
	699 Perimeter Drive, Lexington, KY 40517

	Job Grade
	9

	Salary (Rate)
	$69,636 (minimum)

	☐	Part-Time
	☐	Hourly
	☒	Full-Time
	☒	Salaried



SUMMARY

The Director of Workforce Services is responsible for the leadership and administration of the department that administers federal workforce funds under Title I of the Workforce Innovation and Opportunity Act, ensuring the fiscal and programmatic integrity and responsibilities are met on behalf of the boards and ADD. This position is also responsible for promoting workforce development throughout the 17-county local workforce area, building relationships with employers, and other workforce partners to carry out the core strategies.

DUTIES AND RESPONSIBILITIES
[bookmark: Text5]Duties:

Comply with Workforce Innovation and Opportunity Act Regulations as mandated in state and federal law and published guidance, as well as local policies and procedures.

1. Attend all scheduled Workforce Department related meetings.
2. Responsible for identification of workforce development needs, opportunities and  issues in the 17-county Bluegrass Local Workforce Development Area and providing proposed solutions and direction for the development of the area’s workforce.
3. Create opportunities to partner with agencies in all Local Workforce Area communities to enhance workforce services to the citizens of the 17-county region.
4. Responsible for compiling and assisting the Bluegrass Workforce Innovation Board in the development of the Area Workforce Development Plan.  Provide research and analysis of the region’s workforce.
5. Provide guidance, oversight, and technical assistance to the One-Stop Operator and Direct Services Provider in the Bluegrass area to ensure compliance with all federal, state, and local policies and procedures.
6. Provide input into the strategies for career pathway development within the local area to align the employment, training, education, and supportive services that are needed by adults and youth, with a particular emphasis on individuals with barriers to employment.
7. Seek additional funding opportunities through local, state and federal grant sources to supplement workforce initiatives.
8. Other duties, as assigned.





Responsibilities:

1. Ability to review and interpret workforce development policies, laws, research and regional labor market analysis to predict and adapt workforce needs for the Bluegrass Area.
2. Promote and encourage private sector and labor representation on the Bluegrass Workforce Innovation Board.
3. Responsible for developing and implementing workforce related programs and policies, subject to policies, control, and direction from the Bluegrass Workforce Investment Board to ensure that the Workforce Innovation and Opportunities Act legislative mandate is fulfilled.
4. Responsible for assisting the fiscal agent and grant administration duties to ensure full compliance with Workforce Innovation and Opportunities Act and is reflective of the Local Plan, Regional Plan, and Strategic Plan.
5. Negotiate and manage the implementation of Memoranda of Understanding and other agreements with partners, both required and voluntary, in the one-stop customer service centers in the Bluegrass Area.
6. Responsible for determining the annual staffing requirements for the fiscal agent and grant administrator and the necessary staff for the fulfillment of all Bluegrass Workforce Innovation Board and Local Elect Officials responsibilities outlined in Workforce Innovation and Opportunities Act.
7. Monitor state and federal legislation affecting Workforce Services and provide subject matter expert advice to the Bluegrass Workforce Innovation Board and the Local Elected Officials of the Bluegrass Local Workforce Development Area.
8. Understands, prepares, reviews and negotiates performance measurements for the Bluegrass Local Workforce Area. 

SKILLS, KNOWLEDGE, AND ABILITIES

1. [bookmark: Text6]Aptitude for speaking publicly to diverse audiences and communicating complex issues in a clear and concise manner.
2. Capacity to work and partner with different agencies, stakeholders, and partner groups.
3. Ability to maintain positive relationships between staff, the BGWIB Board Members, BGWIB staff, and the Chief Elected Officials.
4. A practical understanding of how federal/state/local government workforce development programs operate.
5. Proficiency in a variety of computer software applications is required, including the Microsoft Office Suite, email, and internet applications.
6. Experience and proficiency in contract management, procurement, solicitation and administration.  Must have a working knowledge of contract law and be able to develop and implement contracting strategies in accordance with the federal act and state guidance.
7. Ability to work both independently and as part of a team environment, providing support to fellow team members is essential.
8. Problem-solving skills, organizational skills, time management skills, and excellent oral and written communications skills are essential.
9. Ability to gather, interpret, analyze, and evaluate data and performance outcomes.
10. Strong organizing and coordinating skills; knowledge and skill in planning, organizing resources, scheduling work assignments, and establishing priorities.
11. Demonstrated record of leadership and ability to facilitate successful programming.
12. Engage in continous learning, encourage train and provide ongoing professional learning opportunities for Board members and staff.

CULTURE

1. Ability to maintain flexibility and to quickly adjust to change.
2. Travel throughout the Bluegrass Area is required, as well as participation at regional, state and national conferences. 
3. A valid driver’s license and access to a reliable, insured motor vehicle is required.
4. Duties require extended periods of sitting, standing, talking, listening, and computer usage.


EDUCATIONAL REQUIREMENTS

1. A Bachelor’s degree is preferred, Master’s degree preferred in Public Administration, Business Administration, or related field. Experience will replace education on a year-to-year basis. 
2. At least five years’ experience working with Workforce Investment Opportunity Act or previous workforce legislation, Title I programs or other federal programs.



DEADLINE

Submit resumes to:  mriley@bgadd.org 

EOE
The Bluegrass Area Development District (BGADD) is an equal opportunity employer that is committed to diversity and inclusion in the workplace. We prohibit discrimination and harassment of any kind based on race, color, sex, religion, sexual orientation, national origin, disability, genetic information, pregnancy, or any other protected characteristic as outlined by federal, state, or local laws.

This policy applies to all employment practices within our organization, including hiring, recruiting, promotion, termination, layoff, recall, leave of absence, compensation, benefits, training, and apprenticeship. The BGADD makes hiring decisions based solely on qualifications, merit, and business needs at the time.

Bluegrass Area Development Districts reserves the right to modify, interpret, or apply this job description in any way the company desires.  This job description in no way implies that these are the only duties, including essential duties, to be performed by the employee occupying this position.
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