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POSITION DESCRIPTION 
 
Reports to: Senior Coordinator Work Based       
Learning 
 

 
Type of Position: 

☒ Regular Full-Time 

☐ Regular Part-Time 

☐ Temporary 

☐ Project End Date: 
 

Starting Salary Range: $4,900 – 5,304/mo. 
 

Full Salary Range:  $4,900 – 6,516/mo. 
 

FLSA:        ☐   Exempt        ☒   Eligible 
 

JOB SUMMARY 

 

The Coordinator Quality Assurance will be responsible for developing and implementing program 

alignment activities to support program service delivery activities, with a specialized focus on 

alignment of back end data capture, tracking, and monitoring activities.  This position uses 

independent thinking to help coordinate activities and communications with managers, coworkers 

and outside agencies to accomplish the work.  Position will work with minimal supervision and takes 

initiative to manage workload.  

This role is critical in supporting program and administrative staff in developing solutions to support 

streamlined customer service delivery across multiple programs while adhering to data tracking and 

monitoring requirements. 

The Coordinator Quality Assurance will need strong communication skills and analytical skills.  This 

position will create, maintain and update written documents related to implementation and 

monitoring of quality assurance measures.    

This position will provide support to PacMtn programs throughout five Counties in the PacMtn 

region: Grays Harbor, Lewis, Mason, Pacific and Thurston Counties.  

This position will be located in Thurston County and will travel within the five counties. 

PRIMARY RESPONSIBILITIES 

The Coordinator Quality Assurance position provides staff and programs within the PacMtn 

organization data validation and monitoring activities around service delivery, identification of 

strategies and development of procedures for program tracking and data capture activities to 

streamline customer service delivery through back end program alignment, and developing direct 

linkages with system partners to enhance service delivery across the WorkSource system.  By 
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providing support to program staff in both developing procedures on how to capture data and 

conducting data validation and monitoring activities in alignment with contract and grant 

requirements, this position will work closely with the Senior Contracts Coordinator to track 

performance outcomes in support of service delivery activities.  

This position has additional area of focus in providing a system perspective to service delivery 

through development and facilitation of training around the Efforts to Outcomes (ETO) and the 

upcoming system that will replace the ETO system. This position may also work collaboratively with 

Senior Coordinator Compliance, Strategic Initiatives Navigator, administrative staff, program 

managers, and other PacMtn and system staff to provide support in understanding and activities of 

the data tracking systems and options available.  

ESSENTIAL FUNCTIONS  

1. Conduct data validation and support monitoring activities for PacMtn programming. 

2. Assist with the development and implementation of data capture, tracking, and standard 
operating procedures to streamline data tracking across the organization.   

3. Participate in process improvement teams to increase integration, value to customers, and 
system redesign.  

4. Gather and analyze complex data to inform service delivery methods and outcome tracking 
related to program performance metrics.  

5. Develop and provide subject matter expertise around the Efforts to Outcomes (ETO) system 
and any subsequent state mandated data tracking system. 

6. Develop and deploy effective strategies to align, connect, and integrate service delivery 
across multiple programs in order to streamline customer service delivery. 

7. Provide strategic perspective and procedures for program linkages, needed supports or 
resources, or areas for greater alignment across multiple programs.  

8. Develop standard procedures for co-enrollment and joint service delivery across the system 
and PacMtn region.  

9. Design and conduct training for PacMtn and WorkSource system staff on procedures, best 
practices, and data tracking for service delivery activities. 

10. Develop strong relationships with onsite and offsite partners in order to build direct linkages 
to ensure a robust alignment between programs for optimal customer service delivery.   

11. Provide technical assistance, guidance, and training to address data tracking activities in 
support of program compliance. 
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REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 

1. Initiative to create and develop new processes, procedures, and policies. 

2. Strong verbal and written communication skills. Ability to generate clear, concise information 
and to vary writing styles to meet needs. 

3. Knowledge of workforce systems and protocol, programs, services, techniques and 
performance.  

4. Knowledge and ability of www.worksourcewa.com and Efforts to Outcomes (ETO) database 

5. Ability to gather and analyze data on operational, programmatic, and customer activities.  

6. Ability to organize and coordinate projects and meet deadlines.  

7. Ability to collect research and analyze data to compile creative and professional looking 
reports. 

8. Tech savvy and ability to utilize modern applications to enhance productivity.  

9. Ability to understand, interpret and follow federal, state and local policies and regulations.  

10. Must have ability to independently perform assignments requiring substantive knowledge of 
programs, regulations and policies.  

11. Ability to provide guidance and training to a wide variety of audiences.  

12. Must be organized and possess strong multitasking skills. 

13. Must be able to adapt to a fast-paced work environment and handle a variety of 
responsibilities with confidence and grace.  

14. Ability to respond to requests and manage complex situations with excellent customer 
service. 

15. Ability to work and collaborate with diverse populations and multiple partners to establish and 
maintain cooperative relations with others. 

16. Able to maintain high levels of confidentiality, credibility and professionalism.  

17. Proven experience with Microsoft Excel, Word, PowerPoint and Outlook. 

18. Familiarity with Microsoft Access and SharePoint preferred. 

WORKING CONDITIONS/PHYSICAL REQUIREMENTS 

The work is performed in an office environment. Minimal bending, stooping, kneeling or lifting 

involved.  Requires occasional local travel. 


