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Job Title:	Chief Administrative Officer
Agency:		Transportation Improvement Board
Location:	Olympia, Washington
Job Type:	WMS Band 3; Full Time – Permanent
Salary:		$85,000 - $105,864 Annually (DOQ) 
Posting Date:	8/20/12
Closing Date:	8/27/12

The salary listed above reflects a 3% temporary salary reduction in effect from July 1, 2011 through June 29, 2013.  For more information, click here.

AGENCY PROFILE
The Legislature created the Transportation Improvement Board (TIB) to manage state investments in quality local transportation projects.  The TIB distributes grant funding to cities and counties using revenue generated by three cents of the statewide gas tax.  The TIB’s primary purpose is to select and administer transportation projects that address the legislative intent of six different programs.  The Board establishes selection criteria used to rate project applications for each program.

MISSION OF THE TIB
The TIB funds high priority transportation projects in communities throughout the state to enhance the movement of people, goods, and services.

POSITION PROFILE
The Chief Administrative Officer (CAO) reports to the Executive Director of TIB and primarily manages internal business functions including finance, administration, and performance monitoring.  This position leads staff responsible for the fiscal control of the agency’s $200 million biennial capital budget and bond portfolios under the direction of the Executive Director.  The person selected for this position must provide effective leadership and strong control of the agency’s financial status and performance objectives.  The CAO provides support to all activities of the Executive Director and performs such duties when the Executive Director is unavailable.

PRINCIPAL RESPONSIBILITIES
· Supervise financial and administrative programs and staff.
· Recommend and implement policies leading to successful financial and performance management programs.
· Participate on the management team with specific responsibility for legislative commitments, strategic goals, and performance measures.
· Ensure compliance with state accounting, travel, procurement, contracting, budgeting, internal controls, directives and other business or fiscal requirements.
· Lead business improvement and program development projects as assigned.
· Determine business and fiscal impact of proposed legislation, directives, agency initiatives, and program changes and make recommendations to support management decision-making.

REQUIREMENTS
A Bachelor’s Degree in business administration, public administration or allied field AND five years of management experience;
 OR
A Master’s Degree in business administration, public administration or allied field AND two years of management experience.
Experience and competencies to include:
· Ability to interpret and explain complex or technical information
· Demonstrate working knowledge of the legislative process and ability to draft legislation and WAC rules
· Possess analytical and strategic thinking skills
· Exhibit good judgment based on tactical and strategic thinking

PREFERRED/DESIREABLE QUALIFICAITONS
All of the above PLUS knowledge of:
· State financial and budgetary rules and procedures
· Cash flow management and financial forecasting
· Development and use of performance measures in the management of personnel and programs
· Program management and staff supervision
· Legislative processes and rulemaking
· Development and management of capital programs and projects, preferably transportation programs and/or projects
· Strategic planning and goal-setting techniques
· Effective communication practices
· Development of charts, presentations, and documents using software tools
· Prioritizing, scheduling, and controlling work assignments and long-term projects

BENEFITS
Benefits include vacation, sick leave, 11 paid holidays per year, a full array of health, dental, life and other optional insurance, retirement, and military leave.

APPLICATION PROCESS
To apply, send a cover letter describing your qualifications, résumé, and at least three professional references by mail or e-mail to:
Stevan Gorcester
Executive Director
Transportation Improvement Board
P.O. Box 40901
Olympia, WA 98504-0901
steveg@tib.wa.gov
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