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	1. Position Action (Check the box that applies) 

 FORMCHECKBOX 
 Establish

  FORMCHECKBOX 
Reallocate

  FORMCHECKBOX 
 Update 
	 2. Position Staffing Status    

  FORMCHECKBOX 
 Open

  FORMCHECKBOX 
 Filled  
	 3. Date Last Reviewed 

(If Established Position)
5/01/2007
	4. Position #
 0445

	 5. Current Class Title 

 Economic Analyst 2
	6. Proposed Class Title 

Economic Analyst 3
	7. Working Title
Regional Labor Economist

	8. Bilingual Pay
  FORMCHECKBOX 
  Dual Language (Full-time) 

  FORMCHECKBOX 
  Dual Language (Occasional Use)
	9. Position Type  FORMDROPDOWN 

	10. Pay Scale Area 

Classified General Services
	 11. Salary Range 

 61

	12. Incumbent’s Name (If Filled) 


	13. Division and Unit 

BPC/LMEA
	14. Location Code
2210

	15. Complete Address Where Position Is Located (street, city, zip code)  101 Prospect Street, Bellingham, WA 98225

	16. Personnel Sub Area   

  FORMDROPDOWN 

	17. Position Group  FORMDROPDOWN 

	 18. Position Work Schedule 

  FORMCHECKBOX 
 Part-time (Hourly) 

  FORMCHECKBOX 
 Full-time (Monthly)
	 19. Overtime Eligible 

  FORMCHECKBOX 
 Yes 

  FORMCHECKBOX 
 No

	 20. Supervisor’s Position # 

 6047W
	21. Supervisor’s Name
Carol Welch
	 22. Supervisor’s Phone #
 (360) 438.4812


	Position Objective

	23.  Briefly describe what the position is required to accomplish, its purpose, and how it supports the mission of the organization.

The Labor Market and Economic Analysis Branch of ESD supports the agency mission and the employment process by providing businesses, individuals and other customers with the labor market information they need to succeed in a changing economy. The Economic Analyst position contributes to the achievement of the organization’s mission by conducting comprehensive economic and labor market research, delivering LMEA products and services at the local and state level, providing technical support to clients, and operating as the informational and communications link between the department, the customers, and the general public.


	Supervisory / Lead Worker Responsibilities

	24. Check the boxes that apply to this position.

Is this a lead position?      FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No                 Is this a supervisory position?      FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No 


 FORMCHECKBOX 
 Assigns Work
 FORMCHECKBOX 
 Instructs and Checks the Work of Others      FORMCHECKBOX 
 Evaluates       FORMCHECKBOX 
 Corrects

   *
 FORMCHECKBOX 
 Disciplines        *
 FORMCHECKBOX 
 Hires     *  FORMCHECKBOX 
 Terminates   (*Has the authority to effectively recommend these actions.)

If supervisory, list each direct report by job classification.  

     
Add any additional information that clarifies this position’s lead or supervisory responsibilities. 

An EA3 is required to supervise on a continuous or project basis. This position supervises on a project basis. 


	Working Conditions in Order to Perform the Essential Functions of the Job

If any of these working conditions are essential functions, they should also be listed in #27 and bolded.

	25.  Describe the following working conditions: 

Work Setting, including hazards: Work is performed almost exclusively (95%) in an indoor office environment.  While in the office, incumbent does not come into contact with any hazardous substances other than standard surface cleaners and adhesives.
Schedule: Incumbent is expected to schedule own time within a standard 40-hour work week, and occasionally adjust schedule to meet customer demands.  Work hours are typically 8 a.m. to 5 p.m. Monday – Friday.
Travel Requirements: Position requires occasional travel (20%) for meetings, training, and/or client visits.  The majority (90%) of destinations are within the local area.
Tools / Equipment/Personal Protective Equipment: Office duties require the use of standard office furniture and equipment, such as desks, files, cabinets, computers, telephones, and fax and copy machines.  Incumbent has a workstation with internet and intranet access.
Customer Environment:  Incumbent has regular (60%) contact with customers, including WorkSource offices, Workforce Development Councils, Economic Development Councils, legislators, taxpayers, business owners, labor groups, public officials, chambers of commerce, agency management, and others.  Incumbent has rare (5% or less) contact with customers who may be uncooperative, angry, or distraught.
Multiple Duty Sites:       


	Position Characteristics

	26. Check the boxes that best describe the following position characteristics.

How often does the position handle sensitive or confidential information?

 FORMCHECKBOX 
  Rarely or never           FORMCHECKBOX 
  Occasionally           FORMCHECKBOX 
  Regularly

In general, what level of independence and decision-making authority does this position have?

 FORMCHECKBOX 
  Follows set procedures and well-defined instructions.  May independently choose, from the approved options, the best work methods and ways to solve problems.

 FORMCHECKBOX 
  Follows broad policies, guidelines, and accepted practices.  Uses independent judgment to assess needs, solve problems, and plan and complete work.

 FORMCHECKBOX 
  Within the scope of operational goals and plans, develops objectives and procedures for a program or area of responsibility.  Has authority to make independent decisions on most issues.

 FORMCHECKBOX 
  Develops strategic direction, goals, plans, and priorities for an area of responsibility.  Has authority to make independent decisions on significant matters and to solve complex problems.

What level of personal contact does the position have in accomplishing work?

 FORMCHECKBOX 
   Little contact with others.  Contact is mainly to give or get routine information or documents.

 FORMCHECKBOX 
   Some contact with others, including customers.  Contact is mainly to give or get an explanation of information.

 FORMCHECKBOX 
   Regular contact with others, including customers and professional-level staff.  Contact is mainly to advise others or resolve issues.

 FORMCHECKBOX 
   Regular contact with others, including customers, professional-level staff, and senior management.  Contact is mainly to discuss policies, programs, or areas of expertise.

 FORMCHECKBOX 
   Frequent contact with others in high-level positions.  Contact is mainly to make decisions about issues of significant scope and impact.  Contact often involves several areas within the organization or representatives of the community, other government organizations, business leaders, or the media.

In general, what level of supervision does this position receive?

 FORMCHECKBOX 
  Direct. Most work is reviewed in progress and upon completion.

 FORMCHECKBOX 
  General.  Completed work is periodically reviewed.

 FORMCHECKBOX 
  Minimal.  Outcomes are reviewed as needed.

 FORMCHECKBOX 
  Other:       


	Assigned Work Activities (Duties and Tasks)

	27.  List in order of importance the duties of the position, the percentage of time assigned to each duty, the tasks associated with each duty, and any work products of each duty.  Describe what must be accomplished, not how it must be done.  The percentages must add up to 100%. 

Essential functions must be in bold face type. NOTE – Not all work activities are essential functions. They might be if any or all of the following criteria is met:  

· Does the position exist to perform the function? 

· Are there a limited number of other employees available to perform the function?

· Is the function highly specialized and the person is hired for special expertise or ability to perform it? 
· Is there a serious consequence if the function is not performed?

	% of time
	Description of Duty (starting with the most important)
	Key Work Products

	25%
	Direct and oversee an economic program's activities in researching, measuring, estimating, analyzing, and forecasting economic, employment, or labor market behavior, impacts, or trends.  Conceive, design, and initiate all aspects of studies conducted within the program area.  Interpret study results to include in reports, presentations, or other products for customers.  Document research methodologies to ensure reproducibility, standardization, and quality of studies.

Typical tasks include:

Develop strategic and project plans to meet LMEA and Bureau of Labor Statistics (BLS) requirements.  Coordinate the program's activities with those of other internal programs and with other agencies, both state and federal.  Monitor, track, and inform stakeholders of program schedule and progress toward finalization of deliverables.  Recommend or initiate changes to activities and deliverables in response to unforeseen changes or unexpected results.

Identify, define, and select issues for study, and develop research plans.  Design and develop research methods and procedures, statistical techniques, and econometric models to collect, analyze, estimate, measure, and forecast data, trends, and impacts.

Apply and adapt spreadsheet, database, and statistical software packages to store, simulate, or evaluate economic data.  Gather and input raw data to use in analyses, forecasts, and program activities.  Extract and share data with customers according to their business needs.  Per BLS or other guidelines, suppress protected information to maintain confidentiality.

Using software programs, mathematical models, descriptive and advanced inferential statistical techniques, and economic theory, principles, and techniques, analyze data and interpret results to produce estimates or projections, or identify economic or employment trends.  Apply analysis and results to program area to identify policy or program issues.  Identify, measure, and predict economic indicators based on trends.
Forecast economic variables and outcomes of multiple economic conditions.  Use model evaluation techniques to test and improve forecasts.
On a project or continuing basis, supervise staff conducting economic research and analysis.  Plan, assign, and review work of staff engaged in gathering, compiling, analyzing, reporting, and presenting economic, employment, or labor market data.  Coach and mentor staff to higher levels of performance.
	Strategic plans outlining the goals and direction of the program’s activities

Project plans describing the goals, outcomes, and steps of the program’s planned research projects

Descriptions of new research methodologies

Data files containing statistical, graphic, and narrative information

Functional databases

Documentation of study requirements, procedures, and methodology



	30%
	Prepare articles, reports, briefing papers, and other written materials about economic, employment, labor market, or public policy issues or study findings for use by federal, state, and local government, businesses, elected officials, the public, Workforce and Economic Development Councils, or other customers.  Create summary tables, graphs, and charts to display statistical calculations and results.

Typical tasks include:

Using word processing, spreadsheet, database, and statistical software, write narrative research reports or portions of reports describing data sets, analysis methodology, and study conclusions.  Reports are based on descriptive and inferential statistical analyses, as well as additional related research or data, and include an interpretation of the data and how it applies to certain issues.

Select topics of interest or importance and write articles or white papers for distribution describing emerging issues or technologies, or predicting changes in employment or economic conditions, and their effects on business operations, public policy, and planning efforts.
	Technical reports

Briefing papers describing impact analyses, forecasts, or other issues

Articles for publication

	20%
	As a designated expert in economic analysis, provide to customers technical advice and information about economic, employment, or labor market data, forecasts, statistics, or study results.  By customer request, independently plan and conduct studies and projects to research and analyze specific issues, impacts, trends, and cause-effect relationships.

Typical tasks include:

Receive and evaluate oral and written requests and inquiries from customers.  Decide the feasibility, including costs, of the study or project, and decide its priority.  Develop research plan by identifying the issue(s) or need(s), data sources, statistical and analytical techniques, and reporting requirements.  Develop forms, methods, or procedures to collect, measure, analyze, or forecast data, trends, or impacts.  Gather, evaluate, manipulate, analyze, and format the data, and provide the results to the customer.  Explain study data and their limitations, and the methodology used to get the data.  Answer additional questions posed by the customer.

Using graphic, oral, statistical, and written techniques, prepare and deliver presentations explaining study results, interpretation of economic events, or impacts of actions, policies, or legislation to decision-makers, local organizations, economic associations, or other groups.

Consult with agency management, legislative bodies, and other governmental units on study methodology, economic issues and trends affecting the labor market, fiscal consequences of legislation or policies, and other issues.

Represent the agency on statewide committees and boards by initiating studies, providing regional economic information, and coordinating economic estimates and forecasts with user needs.
Respond to media requests and provide public interviews relating to statewide economic and labor events.

Testify at regulatory or legislative hearings, or other legal proceedings, about the estimated effects of changes in legislation or public policy.
	Emails to customers

Data files containing statistical, graphic, and narrative information

Presentation slides and speaker notes

Data collection forms and procedures

	10%
	Communicate with and support unit and branch co-workers.

Typical tasks include:

Review, evaluate, and proofread work products completed by peers to ensure the highest quality products possible.
Review research and analysis methodologies proposed by peers to determine their reliability.

Train and mentor other analysts in estimating techniques or changes in methodology.
	Recommendations for revision to work products or methodologies

Documentation of training objectives and methods

	5%
	Increase knowledge and skills related to economic analysis and area of expertise.

Typical tasks include:

Research and study emerging economic analysis techniques, new resources, and data attributes and limitations.
Monitor regional, state, and national economic activity, study economic data and reports, and confer with other economists to identify areas needing study, and trends and their effects on local and statewide economies.
	     

	10%
	Performance reports, training and administrative tasks and other duties as assigned.

Typical tasks include:

Prepare and submit monthly performance reports, attend training classes, prepare time sheets and leave requests, travel to presentations and meetings, prepare travel vouchers. 
	     

	     
	     
Other Duties as Assigned.
	     


	In-Training Plan (if applicable)

	     


	28. Skills and Abilities/Competencies

	28(a).  List the skills and abilities / competencies that are required upon entry to the position to be able to perform the essential functions. If applicable, select the proficiency levels (Awareness, Working, and Mastery) expected and when or how someone typically achieves those proficiency levels.
Proficiency level descriptions are provided on the skills matrix. Print and attach the matrix to the hard copy of the PDF.

	Description of Skill, Ability, or Competency
	Proficiency
	Typically Achieved After

	Knowledge of principles, theories, and concepts of micro- and macro-economics.
	Mastery
	Related graduate-level coursework or 3 yrs of exp. performing economic analysis

	Knowledge of math and statistics.
	Mastery
	Related graduate-level coursework or 3 yrs of exp. conducting statistical analysis of data

	Knowledge of economic, employment, and labor market information.
	Working
	Related college coursework, or 2 yrs of exp. researching and analyzing this info.

	Knowledge of economic factors that influence or are influenced by changes in the workforce.
	Working
	Related college coursework, or 2 yrs of exp. researching and analyzing this info.

	Analytical skill - Use logic and reasoning to assess data, form logical conclusions, evaluate options, and make decisions or recommendations.
	Mastery
	Graduate-level coursework, or 3 yrs of exp. conducting inferential analysis of data

	Research skill - Identify, collect, organize, and document data in ways that make the information most useful for assessment, analysis, investigation, and drawing conclusions.
	Mastery
	Graduate-level coursework, or 3 yrs of exp. conducting social science research

	Reading comprehension skill - Understand written sentences and paragraphs in work-related documents, and apply what is learned from written material to specific work situations.
	Working
	College coursework, or 1 yr of exp. interpreting complex or technical graphs, tables, rules, instructions, etc

	Writing skill - Convey information in writing according to the needs of the audience.
	Mastery
	College coursework and exp. writing technical papers and research reports

	Oral communication skill - Convey information orally according to the needs of the audience, and receive and understand spoken information.
	Working
	College coursework, or 2 yrs of exp. presenting or providing info. orally

	Personal computer skill - Use computer hardware and software to complete assignments.
	Working
	Related college coursework or 2 yrs of exp. working in computer applications

	Customer service skill – Build and maintain customer satisfaction with products and services.
	Working
	1 yr of exp. providing direct customer service

	     
	     
	     

	Core Competencies:

	Accountability – Accept personal responsibility for work and actions.

	Communication Effectiveness – Effectively use spoken and written language to convey ideas and information.

	Critical Thinking – Use purposeful and reflective judgment to process, analyze, interpret, explain, evaluate, illustrate, and compare information.

	Customer Service – Commit to providing value-added services to external and internal customers.

	Inclusiveness – Actively contribute to a work environment that embraces diversity and uses diverse perspectives to help achieve organizational goals.

	Interpersonal Abilities – The ability to relate to your co-workers, mitigate conflict, and inspire others to participate.

	Conflict Management – Effectively work with others to understand interests and actively strive to achieve agreements or resolve differences in a timely manner.

	Continuous Learning – Demonstrate an ongoing commitment to learning and self-improvement.

	 Decisiveness – Make timely, logical decisions.

	 Influence – Produce positive action or results through modeling, discussion, conference, clarity and consensus.

	 Leveraging Diversity – Effectively foster a diverse workforce.

	People Management – Effectively manage staff resources in a consistent and equitable manner.


	28(b).  List the skills and abilities / competencies that are preferred or desired upon entry to the position.  If applicable, select the proficiency levels (Awareness, Working, and Mastery) expected, and when or how someone typically achieves those proficiency levels.
Proficiency level descriptions are provided on the skills matrix.

	Description of Skill, Ability, or Competency
	Proficiency
	Typically Achieved After

	Knowledge of ESD and LMEA programs, products, and services.
	Working
	Experience in LMEA

	Knowledge of mandates, policies, rules, regulations, and laws related to economic research and analysis, including confidentiality requirements.
	Working
	2 yrs of exp. conducting economic research and analysis

	Knowledge of economic, employment, and labor market information.
	Mastery
	Related graduate level coursework, or 3 yrs of exp. researching and analyzing this info.

	Knowledge of economic factors that influence or are influenced by changes in the workforce.
	Mastery
	Related graduate level coursework, or 3 yrs of exp. researching and analyzing this info.

	Planning skill - Integrate ideas and data to form effective goals, objectives, timelines, and action plans to conduct research studies.
	
	College coursework or exp. conducting research studies

	Workload management skill - Organize assignments, work efficiently, remain focused, and handle interruptions effectively.
	
	College coursework or exp. conducting research studies

	Innovation – Adapt existing products and develop new ones to meet customer needs.
	
	

	Attention to detail - Produce accurate, thorough, quality work products containing few if any errors.
	
	

	Confidentiality and Professionalism - Share information only with those authorized, keep commitments made to others, avoid conflicts of interest, and use good judgment about the use of confidential data intended for agency administrative and research purposes.
	
	

	
	
	


	Education, Training, and Experience

	29.  Describe any education, training, and/or experience that may prepare someone to perform the essential functions of the position.

The level of knowledge and skill described in 28(a) is typically achieved after:

Five years of experience in the Economic Analyst series.

OR

A Ph.D. or ABD in Economics, Public Finance, or closely allied field with specific coursework in economics and statistics.

AND

Two years of experience in a position performing economic research and analysis, and presenting study results.
OR
A Master’s degree in Economics, Public Finance, Mathematics, Statistics, or closely allied field with specific coursework in economics and statistics.
AND

Three years of experience in a position performing economic research and analysis, and presenting study results.
OR

A Bachelor’s degree in Economics, Public Finance, Mathematics, Statistics, or closely allied field with specific coursework in economics and statistics.

AND

Four years of experience in a position performing economic research and analysis, and presenting study results.
The following education and experience is also highly beneficial:

Coursework in econometrics.

Experience using Excel to manipulate and analyze data.

Experience performing statistical analysis and analyzing trends.

Experience analyzing fiscal notes or performing financial analysis.

Experience writing articles for publication.

Experience presenting information or research at technical conferences or professional association forums. 


	Additional Requirement(s) of Employment

	30.  List any licensing, certification, or other special requirements and/or conditions of employment For example:  A Mail Processing Driver must be in “…possession of a valid unrestricted motor vehicle operator’s license…” If you have added a requirement in #28(a), it must be included here as well.
     


	The job duties as defined above are an accurate reflection of the work to be performed by this position.

	Date
2/01/2010
	Supervisor’s Signature
Carol Welch

	Date
2/01/2010
	Department Head or Approving Authority’s Signature
Greg Weeks

	As the incumbent in this position, I have received a copy of this position description.

	Date
     
	Employee’s Signature
     


Attach a copy of the Skills matrix to the hard copy of PDF.
Position details and related action have been taken by Human Resources as reflected below. 

	For Human Resource/Payroll Office Use Only

	Effective Date

      
	Class Code

     
	Class Title

     

	EEO Category 

 FORMDROPDOWN 

	Pay Type and OT Designation

 FORMDROPDOWN 

	Position Retirement Eligible

 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No
	Position is

 FORMCHECKBOX 
 Funded    FORMCHECKBOX 
 Non-Funded

	Workers Comp. Code

 FORMDROPDOWN 

	County Code 

     
	Business Area 
Employment Security Department     
	Personnel Area (FEIN)

     

	Cost Center Codes

	FUND
	COST OBJECT
	FUNCTIONAL AREA
	COST CENTER
	AFRS PROJECT
	GENERAL LEDGER ACCOUNT
	AFRS ALLOCATION
	PROR. %

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	Date

     
	HR Designee’s Name

     
	HR Designee’s Title

     
	HR Designee’s Signature

     

	Date

     
	Budget Designee’s Name

     
	Budget Designee’s Title

     
	Budget Designee’s Signature
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