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WHO WE ARE

Pacific Mountain Workforce Development Council (PacMtn) is a regional workforce development
organization serving communities across Thurston, Lewis, Pacific, Mason, and Grays Harbor counties. We
partner with jobseekers, employers, educators, community-based organizations, and public agencies to
expand access to opportunity so people can build stable, meaningful careers and communities can thrive.

HELP US BUILD A WORKFORGE SYSTEM THAT PEOPLE CAN TRUST

At PacMtn, quality and compliance are about more than meeting requirements. They are about making sure
public investments are used responsibly, our partners have the information and support they need to
succeed, and the workforce system continues learning and improving.

The Director of Quality Assurance and Compliance provides leadership for PacMtn's quality assurance,
regulatory compliance, monitoring, risk management, policy support, data quality, and continuous
improvement work. This position works across PacMtn, the regional WorkSource system, contractors,
subrecipients, and state and local partners to translate complex requirements into clear expectations,
practical processes, stronger controls, and improved performance.

This is a leadership role for someone who can see both the details and the bigger picture: someone who
can interpret requirements, analyze data, identify risk, build repeatable systems, communicate complex
information clearly, and help people understand not only what is required, but why it matters.

Success in this role requires sound judgment, curiosity, independence, collaboration, accountability, and a
commitment to approaching compliance as a tool for improving outcomes - not simply identifying what
went wrong.

ABOUT THE ROLE

Reasonable accommodations may be made to enable individuals with disabilities to perform these essential
functions.

Role clarity and operating model

The Director provides independent quality assurance and compliance oversight while working in
partnership with the teams responsible for day-to-day operations. Clear role boundaries are essential to
effective oversight.

e Quality Assurance and Compliance owns independent monitoring, compliance testing, policy
interpretation, risk identification, findings, verification of corrective action, and escalation of
unresolved compliance risk.

e Program and contract managers retain responsibility for day-to-day contractor management, service
delivery, performance expectations, deliverables, and implementation of corrective actions within
their assigned areas.

e Fiscal retains responsibility for fiscal controls, payment review, and fiscal monitoring. The Director
coordinates with Fiscal when programmatic and fiscal compliance risks overlap.

e Within delegated authority, the Director documents findings, coordinates and tracks corrective
action responses, verifies whether corrective actions are effective, escalates unresolved issues, and



recommends appropriate administrative, contractual, fiscal, or operational actions to the responsible
decision-maker.

The Director clearly distinguishes binding legal, regulatory, grant, and state-policy requirements
from PacMtn local policy, contractual requirements, internal procedures, and recommended
practices.

Quality assurance and performance

Lead PacMtn's risk-based performance and compliance monitoring for initiatives, contractors,
subrecipients, and partner activities to determine whether deliverables, performance expectations,
documentation standards, and funding requirements are being met.

Develop and maintain an annual monitoring plan and calendar that reflects applicable requirements,
organizational risk, prior findings, performance trends, funding conditions, and emerging concerns.
Identify performance gaps, compliance concerns, control weaknesses, and opportunities for
improvement; communicate findings objectively and work with responsible teams to establish
appropriate corrective actions.

Develop and continuously improve monitoring standards, file-review methodologies, processes,
documentation, performance measures, tracking tools, templates, sampling approaches, and other
resources that help PacMtn identify risk early and respond consistently.

Analyze program, participant, contractor, and performance data to identify trends, deficiencies,
inconsistencies, outliers, recurring findings, and opportunities for stronger outcomes.

Prepare and coordinate monitoring reports, quality assurance reports, findings, recommendations,
management responses, corrective action plans, and follow-up documentation.

Maintain a corrective action and findings tracker that identifies responsible owners, due dates,
status, evidence of completion, and verification that corrective actions resolved the underlying issue.
Evaluate quality assurance and compliance requirements within subrecipient and contractor
agreements and communicate gaps, risks, and needed actions to the appropriate teams and
partners.

Compliance, policy, and risk management

Monitor current and emerging federal, state, and local laws, regulations, policies, guidance, award
conditions, and funding requirements that affect PacMtn programs and the regional workforce
system.

Interpret complex requirements and translate them into clear, practical guidance for staff,
leadership, contractors, subrecipients, and workforce system partners.

Conduct organizational and programmatic risk assessments, identify areas of vulnerability, and
recommend corrective actions, controls, or process improvements that reduce risk and strengthen
compliance.

Maintain a regulatory and policy change process that identifies new requirements, assigns
implementation ownership, tracks needed updates, and confirms that changes are incorporated into
practice.

Research and analyze applicable laws, regulations, policies, procedures, grant requirements, and
other authoritative sources to help PacMtn proactively respond to changes in the regulatory
environment.

Develop recommendations for new or updated local policies and procedures and help ensure they
align with applicable federal, state, local, grant, and contractual requirements.

Present significant policy, compliance, monitoring, risk, data-quality, or system updates to executive
leadership and the PacMtn Board of Directors as appropriate.

Coordinate PacMtn's response to state program monitoring activities, excluding Equal Opportunity
monitoring, and ensure executive leadership is informed of significant findings, unresolved issues,
risks, deadlines, and required actions.

Support the timely distribution and publication of compliance information, local policies,
procedures, Workforce Information Notices, desk aids, and other guidance.



Maintain appropriate confidentiality and safeguard participant, personnel, contractor, monitoring,
and other sensitive information in accordance with applicable requirements and PacMtn policy.

Systems, data governance and technical support

Provide governance and compliance oversight for workforce program data systems, including data-
quality standards, appropriate access, documentation expectations, reporting requirements,
training, and responsible use of workforce data.

Coordinate with designated system administrators and operational staff responsible for day-to-day
account administration, user support, and technical system functions.

Develop and maintain data-quality checks, exception reports, validation routines, and other controls
that help identify missing, inaccurate, inconsistent, or untimely program information.

Work with colleagues and partners to improve the consistency, accuracy, accessibility, timeliness,
and usefulness of program and performance data.

Support documentation quality, record retention, audit readiness, and monitoring readiness by
helping teams understand what evidence must be maintained and where it belongs.

Identify opportunities to simplify systems, reduce administrative burden, strengthen controls,
improve documentation, and improve the user experience for staff and partners without weakening
compliance requirements.

Help ensure data and reporting practices support both regulatory accountability and meaningful
program improvement.

Training, communication, and partnership

Develop and maintain an annual compliance and quality assurance training plan based on
monitoring findings, regulatory changes, data-quality trends, staff needs, and organizational
priorities.

Develop and coordinate compliance, program, initiative, monitoring, and management information
system training for PacMtn staff and regional workforce system partners.

Create clear, accessible training materials, presentations, desk aids, decision tools, and guidance for
audiences with different levels of familiarity with workforce regulations, grants, and systems.

Explain complex requirements in plain language and adapt communication to the needs of staff,
executive leadership, board members, contractors, subrecipients, and community partners.

Provide technical assistance in a respectful, solution-oriented, culturally responsive manner focused
on helping teams understand requirements, correct problems, and build sustainable practices.
Build collaborative relationships across departments and organizations while maintaining the
independence and sound judgment necessary for effective oversight.

Exercise sufficient independence to raise, document, and escalate compliance concerns even when
findings are difficult, disputed, or involve organizational practices, contractors, or senior staff.
Approach findings objectively and proportionately, provide affected teams a fair opportunity to
provide documentation or clarification, and keep conclusions grounded in applicable requirements
and evidence.

Contribute to an environment where questions are welcomed, feedback is constructive, and
compliance concerns can be raised early without unnecessary fear or stigma.

Leadership and supervisory responsibilities (as assigned)

The position may supervise assigned employees as organizational needs evolve. When supervisory
responsibility is assigned, the Director is responsible for creating a team environment where expectations
are clear, people have the tools they need to succeed, and accountability is paired with support and
professional development.

Recruit, hire, onboard, and train assigned employees.

Establish priorities and organize the work, schedules, deliverables, and coverage of assigned staff.
Provide regular coaching, feedback, documentation, and opportunities for professional growth.
Conduct timely, fair, objective, and well-documented performance evaluations.



Address performance or conduct concerns in coordination with organizational policies and Human
Resources.

Recommend appropriate personnel actions when needed and within delegated authority.
Promote collaboration, knowledge-sharing, psychological safety, continuous learning, and shared
accountability within the team.

Lead complex cross-functional work even when the Director does not have direct supervisory
authority over every person responsible for implementation.

What success looks like

A successful Director of Quality Assurance and Compliance builds a visible, repeatable, and evidence-
based compliance system. Key outcomes include:

A current annual risk-based monitoring plan and monitoring calendar.

Standardized monitoring tools, documentation standards, file-review methods, and report
templates.

A corrective action tracker with clear owners, due dates, follow-up evidence, and documented
closure.

Recurring compliance, performance, data-quality, and exception reporting that gives leadership
early visibility into risk.

A maintained regulatory and policy change tracker with clear implementation ownership.

An annual training plan informed by monitoring findings, policy changes, data trends, and staff
needs.

Routine executive-level reporting on significant findings, trends, unresolved issues, corrective
actions, and emerging risks.

Consistent coordination among QA, program leadership, contract management, Fiscal, data/system
owners, and other responsible functions.

Well-organized records and documentation that support audit, monitoring, grant, and operational
readiness.

WHAT YOU BRING

We recognize that strong candidates build expertise in many different ways. Relevant experience may come
from workforce development, government, nonprofit organizations, public administration, grants
management, contracting, auditing, quality assurance, risk management, program management, or other
highly regulated environments.

Preferred skills and experience

Generally three to five years of progressively responsible experience in compliance, quality
assurance, risk management, program management, grants administration, monitoring, auditing, or
a related field; or an equivalent combination of education, training, and experience.

Experience reviewing, developing, interpreting, implementing, or monitoring policies and
procedures.

Ability to understand and apply complex federal, state, and local laws, regulations, policies, grant
requirements, contractual requirements, and funding conditions.

Demonstrated experience building repeatable organizational systems, controls, workflows,
reporting structures, or accountability processes rather than relying only on individual technical
expertise.

Strong analytical and problem-solving skills, including the ability to identify patterns, evaluate risk,
investigate inconsistencies, distinguish root causes from symptoms, and develop practical solutions.
Experience communicating complex information to different audiences, including senior leadership,
boards, staff, contractors, subrecipients, regulators, or community partners.

Strong written and verbal communication skills, with an ability to make technical or regulatory
information understandable, accurate, and actionable.



e Experience facilitating training, technical assistance, presentations, monitoring discussions, or
collaborative problem-solving.

e Ability to build productive relationships while also having difficult conversations, documenting
findings, setting expectations, maintaining independence, and holding work accountable to
established requirements.

e Demonstrated ability to lead complex work across teams when the position does not have direct
supervisory authority over everyone responsible for implementation.

e A service-oriented approach to working with internal and external partners while maintaining
appropriate oversight boundaries.

e Strong organization, follow-through, documentation discipline, and attention to detail.

e Comfort learning and working across multiple technology platforms, databases, reporting systems,
and Microsoft Office applications.

o Experience with WIOA, WorkSource, federal or state grants, subrecipient monitoring, public-sector
programs, or Uniform Guidance is preferred but not required.

Core competencies
Sound judgment

You know when an issue requires immediate action, when additional information is needed, when to
escalate, and when collaboration can produce a better solution.

Analytical thinking

You can move from regulations, data, documentation, observations, and competing explanations to
evidence-based conclusions and practical next steps.

Systems leadership

You turn technical knowledge into repeatable processes, controls, reporting, training, and accountability
structures that continue working when you are not in the room.

Accountability and follow-through

You establish clear ownership, document expectations, track commitments to completion, communicate
barriers early, and verify that corrective actions actually resolved the problem.

Collaborative leadership

You can lead across organizational boundaries, build trust, navigate disagreement, clarify roles, and create
shared ownership of solutions without blurring accountability.

Independence and integrity

You can raise difficult issues objectively, distinguish requirements from preferences, remain grounded in
evidence, and maintain professional independence while working constructively with others.

Risk awareness

You anticipate potential challenges and help the organization identify, prioritize, mitigate, and monitor risk
before it becomes a larger problem.

Continuous improvement

You are interested not only in whether something meets a requirement today, but also in how systems,
processes, documentation, and outcomes can become stronger over time.

WORK ENVIRONMENT

This position performs work in a combination of office, remote-work, meeting, training, and field-based
environments using a computer and other standard office technology. The position is hybrid/telecommute
eligible in accordance with PacMtn policy; regular in-person participation is required based on monitoring,
meetings, partner needs, organizational priorities, and business requirements.



PacMtn's work involves collaboration with staff, contractors, workforce system partners, community
organizations, state agencies, and board members. Work schedules are generally aligned with the standard
workweek, although occasional early mornings, evenings, extended hours, or weekend activities may be
necessary based on monitoring, meetings, travel, deadlines, or organizational needs.

PacMtn will provide reasonable accommodations to qualified individuals with disabilities throughout the
hiring process and employment.

Travel

Local travel within PacMtn's five-county region is expected as part of this position. Occasional out-of-area,
overnight, evening, or weekend travel may also be required for meetings, monitoring activities, trainings,
conferences, or other organizational needs.

OUR BENEFITS PACKAGE

PacMtn offers a competitive benefits package, including:

e Medical, dental, vision, life, and long-term disability insurance (with family coverage options)
e Participation in the PERS Retirement System

e 11 paid holidays, plus a floating holiday and a community service day each calendar year

e Paid time off starting at 12 hours accrued per completed month of service

EQUAL EMPLOYMENT OPPORTUNITY

Pacific Mountain Workforce Development provides equal employment opportunities to all employees and
applicants for employment.

PacMtn prohibits discrimination and harassment on any basis protected by applicable federal, state, or local
law.

DIVERSITY EQUITY AND INCLUSION STATEMENT

PacMtn is committed to creating and maintaining a workplace in which all employees have an opportunity
to participate and contribute to the success of the organization and are valued for their skills, experience,
and unique perspectives. PacMtn strives to demonstrate and expects its employees to demonstrate a
commitment to understanding, communicating with, and effectively interacting with people across a variety
of cultures and backgrounds. PacMtn commits to continual learning about vulnerable populations and
racial disparities in the communities it serves to successfully deliver culturally responsive, service-oriented
practices.

OTHER DUTIES

This description is intended to communicate the primary responsibilities and expectations of the position
and is not an exhaustive list of every activity that may be assigned. Responsibilities may evolve as
organizational needs, funding requirements, programs, technology, regulations, and the regional
workforce system change.



