
From: Galvan, Jodie
To: Galvan, Jodie
Subject: Emailing: Job Bulletin
Date: Tuesday, June 30, 2015 10:15:40 AM

State of Washington
Dept. of Fish and Wildlife
invites applications for the position of: 

Accreditation Manager (Program Specialist
 4)
SALARY: $3,819.00 - $5,010.00 Monthly
 
OPENING DATE: 06/15/15
 
CLOSING DATE: 06/30/15 05:00 PM
 
DESCRIPTION:

LAW ENFORCEMENT PROGRAM
ACCREDITATION MANAGER
(PROGRAM SPECIALIST 4)

 
The Washington Department of Fish and Wildlife (WDFW) Law Enforcement Program
 seeks a highly motivated, professional to coordinate accreditation efforts, oversee the
 property and evidence system, coordinate public disclosure requests and records
 management. The successful candidate will be a creative problem-solver with excellent
 communication and project management skills who can interact effectively with
 Program staff, agency staff at all levels and the public. 
 
THE DEPARTMENT
The Washington Department of Fish and Wildlife (WDFW) is dedicated to protecting native fish and
 wildlife, and providing sustainable fishing, hunting and wildlife viewing opportunities for millions of
 residents and visitors. Working throughout the state, WDFW’s employees–field biologists,
 enforcement officers, land stewards, lab technicians, customer service representatives and others
—manage hundreds of fish and wildlife species, maintain nearly a million acres of public wildlife
 lands, provide opportunities for recreational and commercial fishing, wildlife viewing and hunting,
 protect and restore habitat and enforce laws that protect fish and wildlife resources. Learn more
 about us at www.wdfw.wa.gov
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WDFW is recruiting to fill a full-time, permanent Accreditation Manager (Program Specialist
 4) position located within the Law Enforcement Program. The duty station is at Enforcement
 headquarters in the Natural Resources Building (NRB) located in Olympia, Thurston County.
 
JOB SUMMARY
The mission of the Washington Department of Fish and Wildlife (WDFW) Law Enforcement Program
 is: “To protect our natural resources and the public we serve.”
 
The Accreditation Manager supports the mission by proactively developing, drafting, updating
 and/or recommending Program policies, regulations and procedures to ensure effective
 operations, provide clear and thorough guidance, enable prudent decisions, and promote a
 workplace of excellence. The incumbent oversees, manages and is responsible for three distinct
 sections in the Law Enforcement Program: Accreditation, Property and Evidence and Public
 Disclosure and Records Management.
 
Duties include but are not limited to:  

Performs complex administrative, analytical, and professional assistance work to
 demonstrate the Program’s compliance with and adherence to standards established by the
 Washington Association of Sheriffs and Police Chiefs (WASPC).
Provides oversight to the statewide evidence and property system by ensuring compliance
 with the law and Program policies and procedures.
Manages the Program’s public disclosure requests and records management.
Supervises and mentors staff by assigning and overseeing work assignments and through
 training, performance evaluations and development of career goals.

 
DUTIES:

Accreditation  

Identifies, verifies, and reconciles compliance with established law enforcement standards,
 correcting any noted deficiencies through policy, training, or other administrative measures.
Reviews standards and ensures the Program remains in compliance.
Exercises technical expertise to commanders and supervisors in interpretation of standard
 compliance.
Stays abreast of all aspects of the accreditation process to include proposed amendments to
 the standards.
Develops, writes, reviews, revises, and manages the Program’s catalog of policies and forms
 to ensure compliance with WASPC standards.
Revises these instruments to meet industry best practices and to assess compliance with
 WASPC accreditation standards in 14 strategic areas, including the administrative
 investigations manual.
Recommends changes in policies when indicated by WASPC updates, changes or
 modifications; maintains a standard format for policies to be reviewed and revised on a
 scheduled basis.
Oversees, maintains and updates the agency accreditation files, both manually and using an
 electronic computer program.
Promulgates assessment criterion in collaboration with Program executives that evaluates
 compliance with operational standards and develops improvement targets. 
Conducts regular reviews with certain staff and revises policy and procedures manuals and
 catalogs to ensure standard operating procedures are reliable and up-to-date and meet all
 current WASPC, legislative mandates, and judicial rulings.
Coordinates on-site WASPC assessments and inspections; prepares and submits required
 reports and documentation to WASPC.
Coordinates a strategic plan to facilitate process improvements in response to site visit
 reports.
Prepares the Program for reaccreditation.



Serves as a liaison between police administration, other Department employees, and outside
 agencies in all accreditation efforts; regularly reports to agency staff on accreditation
 compliance.
Provides accreditation related training to Program personnel; ensures appropriate training for
 Program employees on all new and revised policies.
Recommends staffing structures to the Chief that optimize organizational alignment to
 maximize mission effectiveness.
Develops and maintains collaborative relationships with other WASPC-accredited law
 enforcement organizations. 
Works closely with command staff on policy management and accreditation compliance
 matters. 

Property and Evidence  

Oversees the administrative and manual work related to the acceptance, preservation,
 safeguarding and disposition of found, recovered, or evidentiary property in accordance with
 law and Program policy and procedures.
Conducts periodic inventories and audits of evidence depositories  
Develops and implements a strategic methodology that provides for the following:

*Periodic reviews of policies and procedures for the treatment of property and
 evidence to ensure compliance with industry standards and best practices. 
*Analysis of property and evidence program budgetary needs to enhance efficiency.
*Assessment of software used to track all property and evidence in the Program’s
 possession.
*Timely disposition of evidence and property.

 
Public Disclosure and Records  

Serves as the Program’s expert in the area of public disclosure and records management. 
Receives and assesses incoming requests for records. 
Creates and implements a strategic plan to bring the Program into compliance with industry
 best practices for responses to requests for public records and records management. 
Oversees the distribution of public records requests and reviews records submitted by staff
 for responsiveness and compliance.
Oversees the process to eliminate records backlogs by inventorying and disposing of hard
 copy records and annotating destruction logs.  
Reviews staff checklists for thorough and diligent search efforts.
Tracks legal actions and legislation with might be relevant to the Program’s application of the
 Public Records Act.
Assesses long and short term management of the Program’s records holdings. 
Assists the Public Disclosure and Records Coordinator in managing the destruction of records
 that have met their retention value. 
Assists in the development of management strategies for officers and staff to keep emails
 organized and in compliance with unique retention schedules. 
Assists the Public Disclosure and Records Coordinator with the development and delivery of
 public disclosure and records management trainings for all officers and staff.  

Supervision and Mentoring  

Supervises and mentors technical and professional level staff in order to support an effective,
 motivated team.
Sets goals and objectives, develops strategies to implement, and develops performance
 measurements and standards for the purpose of ensuring individual and program
 performance objectives are met.
Monitors and inspects work in progress to ensure continuity and timely completion of work.
Develops the Performance Development Plan (PDP) for each assigned employee within unit;
 creates or updates position descriptions; monitors and documents employee performance;
 provides on-going feedback regarding levels of performance, and conducts timely and



 meaningful employee performance evaluations.
Manages personnel issues relating to staff conflicts, absenteeism, performance issues, etc. in
 a positive manner for the purpose of ensuring the efficient and effective functioning of the
 work unit.
Develops and implements staff training and development plans to provide cross training of
 employees, specific job related training and other approaches to provide opportunities for
 staff flexibility and development.
Participates in team meetings, communicates status of ongoing projects and/or job tasks,
 and coordinates work schedule with team for the purpose of maintaining open
 communication.
Responsible for planning and maintaining work systems, procedures, and policies that enable
 and encourage the optimum performance of its people and other resources within the unit.  

WORKING CONDITIONS:
 
Working environment is a busy office setting. Varying degrees of activity occur in the common
 areas during working hours; most tasks will involve sitting at a desk and working on a computer.
 Incumbent must be able to work amid distraction. 
This position works 8:00 am-5:00 pm, Monday-Friday, but may be required to work occasional
 weekends and evenings, depending on workload.
 
QUALIFICATIONS:

Required Qualifications:  

A Bachelor’s Degree in Planning, Public Administration, Business Management or a related
 field AND three (3) years of related experience that includes policy review and development
 OR an equivalent combination of education and experience.
Proficient with Microsoft Office programs and understanding of search criteria for Internet
 and Intranet web sites.
Working knowledge of SharePoint web design and administration and other software
 associated with office publications.
Must be willing to be fingerprinted and pass a background check. 

Knowledge, Skills and Abilities:

Knowledge of police methods, practices and procedures.
Knowledge of law enforcement accreditation standards including management philosophies
 and operations and related familiarity with state, federal and other local agencies and
 organizations.
Knowledge of applicable laws, regulations and directives pertaining to evidence security.
Knowledge of local, state and federal laws pertaining to evidence procedures.
Knowledge of laws, regulations and procedures for custody, storage, tracking and handling of
 records.
Knowledge of weapon and firearm safety and handling.
Knowledge of the Washington State Public Records Act (RCW 42.56).
Knowledge of the Washington State Public Records Retention Schedule.
Knowledge of principles and procedures of record keeping.
Knowledge of operational procedures of police records keeping systems.
Ability to communicate effectively both orally and in writing.
Ability to handle multiple tasks simultaneously and to complete projects on tight deadlines.
Ability to maintain confidentiality in working with sensitive information.
Flexibility and ability to work successfully as part of a diverse work team.
Ability to conduct document and file searches in electronic and paper document filing
 systems.
Ability to work independently with little supervision.
Ability to work accurately with attention to detail. 

Preferred/Desired Qualifications: 



Two (2) years of experience and direct involvement in a successful CALEA or WASPC
 accreditation, including on-site assessment process.
One (1) year of supervisory experience.
Presentation and facilitation skills in a workshop environment.
Experience with electronic records or public disclosure systems.
Experience working in a law enforcement or correctional setting.

 
SUPPLEMENTAL INFORMATION:
To apply for this position you MUST complete your profile at www.careers.wa.gov and attach
 the following in order to your profile before completing the online application: 

A cover letter describing how you meet the required and preferred qualifications of this
 position (generic cover letters will not be accepted).
A current resume (please make it succinct).
Three (3) professional references (personal references do not count as professional
 references). 

Please do not include any attachments other than the ones requested above.
 
Please note:  Failure to follow the above application instructions will result in disqualification.  E-
mailed documents will not be accepted in lieu of attaching your documents to the online profile.
 
Upon submission of your online application, you will immediately receive a confirming e-mail.  You
 will then be notified via e-mail of your status during the process.  In addition to the e-mail
 notifications, you can check the status of your application at any time by visiting your online
 profile at www.careers.wa.gov.  Due to the high volume of applications that we receive, we ask
 your understanding and encourage you to use the online process and avoid calling for information.
 
Please note that initial screening will be solely based on the completeness of application materials
 submitted and the contents and completeness of the “work experience” section of your
 application in NeoGov. A resume will not substitute for the “work experience” section of the
 application. The information provided in your application must support your selected answers in
 the supplemental questions. Responses not supported in your application may disqualify you from
 consideration for employment in this position. All information will be verified and documentation
 may be required. 
 
EXAMINATION PROCEDURE: 
 
For applicants that pass the on-line application and supplemental questionnaire process and are
 certified by Human Resources, you may be invited to the next phase of the application process
 which will include an oral panel interview.
 
For candidates that make it through the selection process, a background investigation will be
 required due to the nature and security requirements of the job.  Applicants will be required to
 sign releases of information.  The Background Investigation are part of the pre-employment
 selection process and are not a commitment to employment. 
 
The Department of Fish and Wildlife is an equal opportunity employer. We strive to create a
 working environment that includes and respects cultural, racial, ethnic, sexual orientation and
 gender identity diversity. Women, racial and ethnic minorities, persons of disability, persons over
 40 years of age, disabled and Vietnam era veterans and people of all sexual orientations and
 gender identities are encouraged to apply. Persons needing accommodation in the application
 process or this announcement in an alternative format may call (360) 902-2276 or the
 Telecommunications Device for the Deaf (TDD) at (800) 833-6388.

 

Accreditation Manager (Program Specialist 4) Supplemental Questionnaire
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* 1. Please describe in the space below how you meet the required qualifications for this position
 including knowledge, skills, and/or abilities (approximately 1 page/12 pt font).

* 2. Please describe your experience in responding to public disclosure requests under the
 Washington State Public Disclosure Act. If you do not have this experience, please put N/A.

* 3. Do you have experience conducting audits, staff assistance visits, management and work
 process assessments and producing comprehensive findings reports?

Yes    No
 
* 4. If yes, briefly describe your experience (you may refer to details in your Washington State

 job application). If you do not have this experience, please enter N/A.

* 5. Describe in one paragraph your ability to use self-initiative to accomplish agency objectives
 on tight deadlines.

* 6. Do you have experience working in a law enforcement or correctional setting?

Yes    No
 
* 7. If yes, please enter in the space below the name of the agency or organization, how long

 you worked there and your job title. If you do not have this experience, please enter N/A.

* 8. Are you able to work in an organization structured on a "military" model: highly structured
 "chain of command" with work closely monitored and work productivity frequently
 evaluated and critiqued?

Yes    No
 
* 9. As part of the pre-employment process, are you willing and able to undergo an extensive

 background investigation? This would include a credit check, criminal records check, and
 fingerprinting.

Yes    No
 
* 10. Agency-Wide Question: Do you have a valid Washington State or other state driver's license

 (If selected for an interview you may be asked to furnish your license and driving record)?

Yes    No
 
* Required Question

 


