	[image: image1.png]u

King County




Classification Specification
	

	
	2440200

	
	PROGRAM SUPERVISOR I



Class Summary

The responsibilities of this classification include managing a program and performing day-to-day supervision of employees performing work in support of the assigned program.  A program managed by an incumbent at this level has limited scope and may be a component of a larger program.  Incumbents ensure consistent application of policies and procedures, recommend changes to increase efficiency, and monitor program budget.  
A program is a system of procedures or activities that has a specific purpose, e.g., provision of a product or service.  A program has a budget, staff, policies and guidelines, and defined goals and objectives.

Distinguishing Characteristics

This is the first level in a two-level Program Supervisor classification series.  Incumbents manage a program, provide direction to staff, plan and assign work, and perform supervisory functions including employee selection and training, performance evaluation, coaching and counseling, and implementing disciplinary actions.  Contacts are primarily within the division or department; incumbent may provide information about the program to external customers.  Incumbents are knowledgeable in the area of responsibility and work with customers to resolve problems and complaints.
This classification is distinguished from the Program Supervisor II class in that the Program Supervisor II supervises work groups supporting multiple programs or several sub-programs of a larger program.
This classification is distinguished from the Administrative Specialist IV in that incumbents in that class are supervisors over predominantly clerical or technical staff in a general office environment, while the Program Supervisor I manages a program and has full supervisory authority over staff supporting the program.

This classification is distinguished from Supervisor I in that a Supervisor I supervises employees working in skilled trades such as carpentry, plumbing, or electrical; incumbents must have journey level knowledge/experience in the trade(s) supervised.

This classification supplements those classification series that do not include a supervisory level. Allocation to this class is limited to positions performing supervisory work not described in any other classification series.

Examples of Duties (May vary by position)

1. Manage program and assigned staff; coordinate program activities and ensure program deliverables are achieved; evaluate program progress, effectiveness and results; prepare reports as required.

2. Represent program to internal and external customers.

3. Plan, organize, schedule and coordinate work activities of assigned unit; prepare work schedules and staffing plans; approve leaves.

4. Evaluate staff performance; issue reprimands and letters of counseling; recommend further disciplinary actions to higher level supervisor.
5. Provide guidance and technical assistance to staff; solve problems occurring within the group; resolve customer complaints.
6. Identify and recommend training needs of assigned work unit; provide training to subordinates.

7. Monitor budget expenditures and small grants and authorize purchases; may assist in budget preparation.
8. Recommend changes to procedures and guidelines affecting the program; draft revisions and new procedures and assist in implementation.  
9. Develop, plan and coordinate projects; act as liaison with internal and external staff.
10. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Thorough knowledge of the practices, procedures, techniques, legislation and other requirements of the program supervised

Knowledge of workload planning and scheduling
Knowledge of accepted supervisory principles and practices
Skill in program management

Skill in conflict resolution, problem solving, and negotiation

Skill in the use of personal computers and word processing, spreadsheet and database management software
Skill in budget monitoring and administration
Skill in dealing tactfully and courteously with the public
Skill in communication 
Skill in working with a variety of individuals from diverse backgrounds

Skill in planning, coordinating and supervising the work of employees 

Skill in establishing and maintaining effective working relationships
Skill in handling stressful situations effectively 
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
	Non-Exempt

	Service Status
	Career Service

	Levels within same series
	Program Supervisor I and II

	Class History
	Created 10/2008
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