PIEDMONT WORKFORCE DEVELOPMENT BOARD (PWDB)
Serving Albemarle ~ Charlottesville ~ Culpeper~ Fauquier ~ Fluvanna ~ Greene ~ Louisa ~ Madison ~ Nelson ~ Orange ~
Rappahannock
UVA Research Park
1001 Research Park BLVD
Charlottesville, VA 22911
(434) 979‐5610

PWDB Quarterly Meeting
Wednesday, December 11, 2019
3:00 PM – 4:30 PM
4th Floor Conference Room

Mission
To be a proactive partner with employers and economic development leaders by providing a qualified workforce that
meets current and future job demand.
Vision
A proactive, nimble organization that responds to the needs of employers.
Liz Walters
PWDB Chair
Dave Kilgore
Vice Chair

Helen Cauthen
Executive Director
Candace Spence
Interim Workforce Development Director

AGENDA ITEMS

Item # and Description

Presenter

I.

Call to Order/Roll Call/Introductions

Liz Walters

II.

Determination and Announcement of Quorum (30%)

Liz Walters

III.

Opportunity for Public Comment
Persons may directly address the Board at this time on
any item on the agenda, or on any other items of
interest to the public, that is within the jurisdiction of
the Board.

Liz Walters
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Action

Action by
Chair
Action by
Chair
Discussion

Page #

IV.
V.

VI.
VII.

VIII.

IX.

Consent Agenda
a) September 17, 2019, PWDB Meeting Minutes
Fiscal Agent Reports and Financials
a) Financial Reports through October 2019
b) Budget Modifications
Consent Agenda
a) Opportunity Youth Strategic Plan
Consent Agenda
a) ETPL approvals
 PVCC – Heavy Equipment 1
 PVCC – Heavy Equipment 2
 PVCC – Workforce Services Central Service
Technician
Administrative
a) Policies approved, Nov. 8 Exec. Comm. Mtg.
 Conflict of Interest
 Procurement
b) Personnel Update

Liz Walters

Accept

3

Stephanie Boynton

Accept

6

Candace Spence

Accept

7

Candace Spence

Accept

10

Helen Cauthen

Information

28
32

Partner Presentations
a) Apprenticeships
b) VDOE K‐12 workforce initiative

Information
Laura Duckworth
Bo Bundrick

X.

Member Roundtable

5 min

XI.

Other Business

5 min

XII.

Next Quarterly Meeting

March 22, 2020

XIII.

Adjournment

Liz Walters 4:30 PM

Americans with Disabilities Act: In accordance with the Americans with Disabilities Act, the PWDB will make
reasonable efforts to accommodate persons with qualified disabilities. If you require accommodation, please
contact Helen Cauthen, EO Officer at hcauthen@centralvirginia.org| (434) 979‐5610 | TDD/TTY Dial 7‐1‐1 Toll‐
free. Requests for assistance should be made at least three business days in advance of the meeting.
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Piedmont Workforce Development Board Meeting Minutes
September 17, 2019; 3:00 ‐ 4:30 PM
UVA Research Park, Town Center Two
1001 Research Park Blvd, 4th Floor Conference Room, Charlottesville, VA 22911

ATTENDEES: See attachment

I. Welcome & Introductions
Chair Elizabeth (LIZ) Walters called the meeting to order at 3:05 PM and directed welcome and introductions.
II. Transparency of PWDB Decisions
No statements of conflicts with today’s agenda.
III. Determination and Announcement of Quorum
Chair Elizabeth Walters determined there was no quorum. Ideas to increase Board engagement were discussed and
included:
 Invite guest speakers on pertinent topics
 Dive deep into a top with questions & answers
 Break up into small groups to focus on an issue
 Establish more committees (and invite non‐Board members to participate
 Move most business to the consent agenda and focus meeting on a specific topic
IV. Opportunity for Public Comment
No public comments were made.
V. Consent Agenda
No action was taken.
VI. Partner Presentations and Updates
Program updates were delivered by the following One‐Stop Partners:
a) One‐Stop Operator: Tom Gillette and Marty Bywaters‐Baldwin
b) WIOA: Melanie Blosser and Sara Drebes
c) Virginia Employment Commission: Chris Pope
d) Dept. of Aging and Rehabilitation Services: Naomi Aitken
e) Adult Education: Carol Coffey
VII. Fiscal Agent Reports and Financials
Stephanie Boynton gave updates on the financials, but no action was taken.
VIII. PWDB Administrative Updates
Monica Long gave several updates including board certification, MOU status, state monitoring and the pending
eligible training provider application.
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IX. WIOA Committee Update
Laura Duckworth shared highlights of the upcoming UVA Apprenticeship Summit scheduled in October.
X. Other Business
Helen Cauthen stated that the GO Virginia Region 9 Council meets on October 10 at 9:30 AM in this room.
Excitement was expressed about the commitment of Culpeper County to a new Career Technical & Education Center.
XI. Adjournment
The informal meeting ended at 4:45 PM.
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ATTENDANCE
PIEDMONT WORKFORCE
DEVELOPMENT BOARD
VOTING MEMBERS
BUSINESS
Allyn Gutauskas
Antwon Brinson
Dave Kilgore
Don Cantore
Elizabeth (Liz) Walters ‐ Vice Chair
Emily Dyer
Kenny Allison
Melanie Thigpen
Peter Morcarski
Randy Soderquist
Ray Knott
Steven Ray
NON‐BUSINESS
Bo Bundrick
Carol Coffey
John Baldino
Laura Duckworth
Lorne Seay
Chris Pope
Miles Friedman
Naomi Aitken
Ravi Respeto
Ridge Schuyler
Valerie Palamountain

PROGRAM YEAR 2019 (JULY 2019 – JUNE 2020)
ATTENDED
12/11/19

9/17/ 19
X
X
X

X
X

X
X
X
X
X
X

NON‐VOTING ATTENDEES
STAFF: Monica Long, Stephanie Boynton, Helen Cauthen and Kristy Dancey
GUESTS: Lee Frame, Council Chair; Marty Baldin, Sarah Drebes, Melanie Blosser, Goodwill of the Valleys; Don
Shotwell, Rapid Response

3
5

Reserved for Financial Statements
distributed separately
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Opportunity Youth Strategic Plan
PWDB 6, Virginia Career Works – Piedmont Region
Plan Year: Dec. 1, 2019 – Nov. 30, 2020

The Virginia Career Works – Piedmont (VCW‐Piedmont) Region’s Opportunity Youth Strategic Plan promotes the
Commonwealth’s mandate to support older at‐risk youth in their pursuit of gainful employment by establishing
processes to mentor and guide these youth along a career pathway. The Plan is meant to be sustainable,
demonstrating measurable outcomes that can persist beyond the designated program year.

I.

Engage opportunity youth through targeted outreach and strategic partnerships

Opportunity youth are defined as individuals between the ages of 16 and 24 who are (i) homeless, in foster care,
or involved in the justice system or (ii) neither gainfully employed nor enrolled in an educational institution. VCW‐
Piedmont has many resources to help identify opportunity youth. This plan promotes collaboration among these
youth to engage with programs and career services.

Strategies
 Promote WIOA youth program and receive referrals from foster‐care serving organizations (e.g. Elk Hill,
Great Expectations, People Places, DSS).
 Promote WIOA recruitment for homeless youth by holding resource fairs in collaboration with the VEC at
organizations that serve homes individuals (e.g. The Haven, Culpeper Winter Heat Shelter, SAFE, YACC,
Free Clinics).
 Promote WIOA Youth enrollment for court‐involved youth by working with local high schools, probation,
and Re‐entry Councils in LWDB 6.
Performance Measures
Build effective referral relationships with 2 new opportunity youth‐serving
organizations per year.

Timeframe
Dec. 1, 2019‐Nov. 30,
2020

Establish a youth advisory committee, composed of 16‐24 year olds to
provide feedback on workforce program effectiveness and recruitment
strategies for opportunity youth. Meet 2 times per year with youth advisory
committee.

Meeting 1: Dec. 1,
2019‐June 30, 2020
Meeting 2: July 1,
2020‐Nov. 30, 2020
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Opportunity Youth Strategic Plan PWDB‐6 ‐ 2

II.

Create educational pathways that lead to school retention

Opportunity youth are particularly at‐risk for dropping out of educational programs. This plan promotes school
retention through school contacts, as well as encourages these youth to engage in educational activities such as
job‐oriented workshops.

Strategies
 Partner with public school transition counselors, alternative education programs, TDT programs, Adult
Education Programs, community college career coaches to assure student attainment of High School
diploma or equivalent and credentials.
 Provide in‐school workshops to local high schools regarding career readiness, career pathways, and soft
skills.
Performance Measures
Establish and maintain a directory of CTE, transition, and workforce contacts
within the 11 school divisions and 3 community colleges in PWDB 6

Timeframe
Dec. 1, 2019 – June
30, 2020

Facilitate 12 workshops for youth enrolled in education (e.g. resume writing,
job search, mock interviews, elevator pitches, communication, conflict
resolution, team work, resiliency, and work ethic).

Dec. 1, 2019 – Nov.
30, 2020

III.

Create training pathways that lead to industry‐recognized credentials

Credentialing at all levels is an endorsement to a better career. This plan offers participation in regional
apprenticeship programs and will produce infographics related to our region’s growth sectors to help opportunity
youth realize a path towards certifications and other credentials.

Strategies
 Use Labor Market research to target WIOA training in the region’s growth sectors as identified in the VCW
Piedmont Regional Local Plan 2017‐2021: Business and Financial Services, Health Services, Information
Technology, Manufacturing and Distribution.
 Promote career pathways in the above sectors to opportunity youth via presentations and local high
schools and one‐on‐one career counseling.
 Partner with local community colleges and braiding funding to engage additional community support and
accountability.
 Co‐enroll opportunity youth in partner programs, such as DARS, GED, DSS, to provide supportive services
and credential attainment.
Performance Measures
Work to get approval to extend period for American Apprenticeship
Initiative (a manufacturing‐only program) with the Shenandoah Valley
Workforce Board. This program is currently scheduled to end on September
30, 2020, a 9‐month extension has been requested to end June 30, 2021.
VCW‐Piedmont would participate during the extension timeframe.
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Timeframe
Dec. 1, 2019 – Sept.
30, 2020

Opportunity Youth Strategic Plan PWDB‐6 ‐ 3
Support the American Apprenticeship Initiative during extension timeframe
(pending approval) by working with the Shenandoah Valley Workforce Board
(see above).

Oct. 1, 2020 – June 30,
2021

Participate in the Apprenticeship Summit. The area’s first apprenticeship
summit this past October attracted more than 120 members of the
community interested in growing their labor force through apprenticeships.

TBD 2020

Create a visual Career Pathway training map for all 4 of LWDB 6’s growth
sectors: Healthcare, Manufacturing, IT, and Business/Finance.

Manufacturing: Dec.
30, 2019
IT: Mar. 31, 2020
Healthcare: June 30,
2020
Business/Finance:
Sep. 30, 2020

IV.

Create career pathways that lead to gainful employment

VCW‐Piedmont’s desired outcome in developing career pathways for opportunity youth is meaningful, family‐
sustaining employment where each participant has steady work and a steady paycheck.

Strategies
 Work with local employers to establish paid and unpaid work experiences by promoting apprenticeships
and internships.
 Work with local employers to establish mentoring programs for entry‐level positions.
 Partner with DARS to provide job coaching.
 Work with local schools and community colleges to implement a Career Readiness and Leadership
Development program to assist opportunity youth transition and be fully prepared for an independent
work environment.
 Promote the MajorClarity platform to advance career readiness.
 Provide follow‐up services to ensure job retention and wage growth. “You’re hired” doesn’t mean our
commitment to helping opportunity youth is over. We will establish a procedure to check‐in with our
opportunity youth “graduates” to assist as they navigate the beginnings of their career development and
to help them become stable providers.
Performance Measures
Identify and partner with 10 new employers per year to establish work
experience, internship, and job placement sites for youth. Evaluate at end of
program year.
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Timeframe
Dec. 1, 2019 – Nov.
30, 2020
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Training Program Application
A separate application form must be completed for each training program or occupational skills
course of study.
1. Training Organization

Piedmont Virginia Community College
2. Contact Person – Name & Title

Valerie Palamountain, Dean of Workforce Services
3. Training Program or stand-alone course name
4. Program or course description

5. Year Program Established

Details below
6. Total Credit or
Curriculum Hours

7. Number of training
weeks or hours

8. Minimum
Class Size

9. Is curriculum certified by an accrediting agency or similar national standardization program:

✔

Yes (if yes specify)

No

10. Description of training and skills to be obtained – Attach training program description, include an outline of
what is covered in the program and what skills are to be obtained.
11. Which in-demand industry sectors and occupations best fit with the training program; and the average wage
for the primary target occupation for which the training prepares the individual , as published by the Virginia
Employment Commission, for the local area. If the in-demand sectors & occupation differ from what is
defined by the region, please provide LMI Information to support the sector & occupation.

12. Does training lead to an industry recognized credential, diploma, license, or degree? If yes, indicate which.

✔

Yes

No

13. Is this a stackable credential, part of a sequence to move an individual along a career pathway or up a career
ladder?
No
✔ Yes
14. Was this training developed in partnership with a business?

✔

Yes

No

If yes, Name of Business(s):

#4 Detail:
The Central Service department, also known as Sterile Processing, provides vital support to all areas of
patient care, responsible for the sterilization of all instruments and equipment. Class materials are
available online with labs on Saturdays. This course prepares
you for the IAHCSMM Certified
23
Registered Central Service Technician exam.

15. List Businesses that support this training program:

16. Describe how you will ensure access to training services throughout the state, including rural
areas and through the use of technology:

17. Describe how you will work with the local board to serve individuals with barriers:

PVCC is co-located at the Charlottesville Workforce Center, and works with the partners
(DARS, VEC, One Stop Operator, DSS) to recruit students. PVCC also employs counselors to
recruit veterans and foster youth who have aged out of the system.

Program Cost
18. Registration/Pre-screening/Admissions Fees
19. Tuition (check all items included in Tuition)
Books
Required Supplies(Tools, uniforms, etc.
Testing/Exam Cost
Licensure/Certification Cost(s)
Other Required Fees
Total
Cost
to
Complete Curriculum/Course
20.

$ .00
$
$ included
$ N/A
$
$
$ N/A
$

Criteria for Admission
21. Describe the prerequisites or skills and knowledge required prior to the commencement of training:

Enter prerequisites

22. Is a High School Diploma or GED required:

Yes
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No

Workforce Services Central Services Syllabus
Prerequisites: The following items must be satisfactorily completed in order to be considered for admission to
the PVCC Workforce Central Services Technician Program. This class has limited enrollment and not all
applicants will be granted admission. The maximum number of students admitted is nine.
1. Attend a pre‐admission orientation. The purpose of this meeting is to provide applicants with
information regarding the role of the Central Services Technician and review how program admission
decisions are made. Those who attend a scheduled meeting prior to the application deadline will receive
admission preference.
2. Complete the required criminal background check, drug test and TB test before the first day of
class. The steps for completing these will be covered during the pre‐admission orientation.
Financial Assistance:
If you need financial assistance, please meet with PVCC’s Workforce Services Adult Career Coach to identify
funding sources that may be able to cover the cost of your training. Contact workforce@pvcc.edu.
Attendance Policy: Students may not miss more than 5 days of didactic or 5 days of clinical, or a total of 8 days
combined between didactic and clinical. If the student is tardy more than ten minutes three times (total of 30
minutes or more), this will count as one absence. In extenuating circumstances, the instructor may make
allowances in a case by case basis with appropriate documentation, e.g., doctor’s permission.
Learning Outcomes: Students who successfully complete the Central Services Technician program will meet the
qualifications to sit for the IAHCSMM Certified Registered Central Services Technician certification exam.
Minimum number of students: 5
Maximum number of students: 9
References, Materials & Resources to be Used by Students:
ISBN # 0‐9769092‐0‐0 Inspecting Surgical Instruments an Illustrated Guide
Author: Rick Schultz
ISBN: 978‐1‐4951‐8904‐3 Central Service Technical Manual : Eighth Edition
Author: IAHCSMM
ISBN: 978‐1‐4951‐8905‐0 Central Service Technical Manual : Eighth Edition Workbook
Author: IAHCSMM
Total Didactic
Total Paid Internship
Total Program

50 hours
400 hours
540 hours

Week 1 – Lecture: Chapter 1 Introduction to Central Services & 7 Point‐of‐Use Decontamination
Lab Introduction to Basic Instrumentation
Week 2 – Lecture: Chapter 8 Cleaning and Decontamination & Chapter 9 Disinfection
Lab: Practice basic instrumentation
Week 3 – Lecture: Chapter 10 Instrumentation & Chapter 11 Complex Instrumentation
Lab ‐ Assessment of basic instrument knowledge & practice assembly
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Week 4 ‐ Chapter 12
Lab – More assembly practice
Week 5 – Chapter 2 Medical Terminology & Chapter 3 Anatomy
Week 6 – Chapter 4 Microbiology & Chapter 5 Regulations and Standards
Week 7 – Chapter 6 Infection Control & Chapter 13 Point‐of‐use processing
Week 8 – Chapter 14 High Temperature Sterilization & Chapter 15 Low Temperature Sterilization
Week 9 – Chapter 16 Sterile Storage and Transport & Chapter 17 Monitoring and Records Keeping
Week 10 ‐ Review and catch‐up
Week 11 – Internship
Week 12 – Internship
Week 13 – Chapter 18 Quality Assurance
Week 14 – Chapter 19 Managing Inventory within CS Department
Week 15 – Chapter 20 The Role of Central Service in Ancillary Department
Week 16 – Chapter 21 The Role of Information Technology in Central Service
Week 17‐ Chapter 22 Safety and Risk Management
Week 18 – Chapter 23 Success through Communication
Week 19 – Chapter 24 Personal and Professional Development for Central Service
Week 20 – Catch‐up & Review for CRCST Exam
Week 21 – Catch‐up & Review for CRCST Exam
Week 22 – Review for CRCST Exam
Clinical Skills Check:
1. General Cleaning (32 Hours)
2. Wrapping Packaging (36 Hours)
3. Assemble Instrument/Procedure Trays (60 hours)
4. Sterilization (64 Hours)
5. Storage Clean & Sterile (36 Hours)
6. Miscellaneous (40 Hours)
7. Patient Care Equipment (32 Hours) *
8. Case Carts (32 Hours)†
9. Linen Folding (36 Hours) ‡
10. Distribution (32 Hours) ‡
26

* If department does not reprocess Patient Care Equipment, these hours will be added to General Cleaning.
† If facility does not use this procedure, these hours will be divided equally between Wrapping Packaging and Sterilization.
‡ If facility does not use these procedures, these hours will be divided equally between General Cleaning and Assemble
Instrument/Procedure Trays.
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Title: Conflict of Interest
Effective Date: November 8, 2019

Related Forms: Yes
Revised Date:

Purpose:
To ensure staff & members of the Piedmont Workforce Development Board (PWDB) and WIOA Title I providers
of Adult, Dislocated Worker, Youth and One-Stop Operator programs (“employees”) as well as all sub-grantees
and contractors will comply with the standards of conduct, hereinafter specified, for maintaining the integrity
of PWDB programming and avoiding any conflict of interest. Hereinafter, all staff & members referenced above
will be referred to as “employees” for the purpose of this policy.
References:
2 CFR 200.318 (c)(1)
2 CFR 200.112
Code of Virginia Title 2.2, Subtitle I, Part E, Chapter 31, Article 1 State and Local Government Conflict of
Interests Act
Definitions:
Immediate family means (1) a spouse and (2) any other person residing in the same household who is a
dependent, or as such definition may be amended from time to time by applicable federal and/or state law
and regulation.
Dependent means any person, whether or not related by blood or marriage, who receives from or provides to
the employee more than one-half of his/her financial support.
Policy:
Every reasonable course of action will be taken to maintain the integrity of the expenditure of public funds and
to avoid any favoritism or questionable or improper conduct. Funds received by the PWDB will be awarded in
an impartial manner, free from personal, financial, or political gain. Employees will avoid situations which give
rise to a suggestion that any decision was influenced by prejudice, bias, special interest and/or personal gain.
Employees will be particularly aware of the varying degrees of influence that may arise and will exercise due
diligence to avoid situations which may give rise to an assertion that favorable treatment is being granted.
Employees will follow standards and regulations as specified in the Code of Virginia State and Local
Government Conflict of Interests Act.
No individual in a decision-making capacity shall engage in any activity if a conflict of interest (real, implied,
apparent or potential) is involved. This includes decisions involving the selection, award or administrative of a
sub grant or contract supported with WIOA funds. Furthermore, One Stop Operators must disclose any potential
conflicts of interest arising from relationships with training providers and other service providers.
Immediate family of employees will not receive favorable treatment for enrollment into services provided or
employment with the PWDB or a PWDB funded contractor. Employees also will avoid entering into any
agreements for services with immediate family.
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When it is in the public interest for employees to conduct business (only for the purpose of services to be
provided) with a relative, the employees will obtain approval from the PWDB and VCW-Piedmont Council
before entering into an agreement. All correspondence will be kept on file and available for monitoring and
audit reviews.
Employees will not solicit or accept money or any other consideration from a third person or entity for the
performance of an act reimbursed. Supplies, materials, equipment, or services purchased with funds allocated
to the PWDB will be used solely for purposes of the organization.
Any contract, transaction or business conducted by employees in violation of this policy or related applicable
federal and/or state law and regulation is subject to dismissal by the PWDB and/or VCW-Piedmont Council in
addition to any other fines. In the event a contract or transaction is rescinded or invalidated, compensation
or payment due to PWDB, VCW-Piedmont Council and/or the Contractor shall be determined in accordance
with applicable law.
All PWDB Staff, Board and Council members, and local staff of the WIOA Title I Programs and One-Stop
Operator Contractor will complete the Conflict of Interest form. The forms will be updated annually & kept
on file at the PWDB office and retained for a period of 5 years.
Related Forms:
Conflict of Interest Form
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Title:

Procurement Policy

Policy #:
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Effective Date:

June 14, 2018

Revision Date:

November 8, 2019

Purpose:
To have in writing the procurement policies and procedures for Virginia Career Works-Piedmont Region
(VCW-Piedmont).
References:
Uniform Grant Guidance (UGG) (2CRF 200)
Policy:
It is the policy of VCW-Piedmont to procure those items that are required to perform its mission
following the City of Charlottesville’s procurement policies and procedures in regards to purchases. The
City’s policies meet or exceeds the Virginia Public Procurement Guidelines. The City’s procurement
policies can be found on their website at:
http://www.charlottesville.org/departments-and-services/departments-h-z/procurement-and-riskmanagement
Procurement will be made with complete impartiality based strictly on the merits of supplier and
applicable related considerations such as delivery, quantity, etc. All purchases should be made in the
best interest of VCW-Piedmont. Quality supplies and services should be obtained that will be delivered
in a timely manner.
The Executive Director shall have the authority to approve purchases that are within the framework of
the annual budget. Prior approval, from the Executive Director, is necessary before an employee may
make purchases.
The Executive Committee must approve expenditures outside of the annual budget.
City of Charlottesville: Limits
Single Quote Process - $3,500 and less
Single transactions $3,500.00 and under do not require competition for expenditure of federal monies
under the Uniform Grant Guidance micro-purchase rules. A single quote is required. Order splitting to
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avoid competitive requirements is prohibited. The City limit is $5,000; which will be followed for the
expenditure of non-federal funds by PWN.
Informal Competitive Process - $3,500.01 to $50,000.00:
Solicit at least four (4) written quotes. The City minimum is $5000.01; which will be the minimum for
the expenditure of non-federal funds by PWN. For expenditures using federal funds, PWN will follow
the lower limit of $3,500.01 set by Uniform Grant Guidance. City processes are followed except in terms
of vendor solicitation requirements. For example, two vendors are not required to come only from the
City’s Vendor Database.
Formal Competitive Process - $50,000.01+ (Non-Construction)
A formal procurement process is required.

Procedure
Each RFP process will be documented in an RFP notebook. Documentation will include:
• Copy of the original RFP
• Publication of the announcement (website screenshot for electronic posting, newspaper
posting, email distribution list/emails, etc.)
• Responses to the RFP that were received
• The scoring sheets by the RFP Committee members
• Minutes from the Board and CLEO regarding final selection and approval of the vendor.
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VIRGINIA CAREER WORKS – PIEDMONT REGION
WORKFORCE DEVELOPMENT DIRECTOR (FULL-TIME)
$65,000 - $80,000
GENERAL OVERVIEW
Virginia Career Works – Piedmont Region (VCW-Piedmont) provides leadership and direction on local strategic
workforce issues, identifies local needs and develops strategies to meet those needs. The region served includes
Planning District 9 (Counties of Culpeper, Fauquier, Madison, Orange and Rappahannock) and Planning District
10 (City of Charlottesville and the Counties of Albemarle, Fluvanna, Greene, Louisa and Nelson). The Central
Virginia Partnership for Economic Development serves as the administrative and fiscal agent for VCW-Piedmont.
The Workforce Development Director performs highly responsible and visible work in the administration of the
VCW-Piedmont’s Workforce Innovation and Opportunity Act (WIOA) services and program activities, including
serving as staff to the Board, Council of elected officials and committees and providing oversight of all workforce
programs.
PRIMARY FUNCTIONS AND RESPONSIBILITIES
• Provide leadership and guidance for region wide workforce development, driven by employer demand for
talent.
• Serve as lead staff to the VCW-Piedmont Council, Piedmont Workforce Development Board, and VCWPiedmont Executive Committee; interface with Committees and volunteers. Ensure that strategic priorities
and plans of the Board and Council are incorporated into program operations.
• Develop and oversee action plans to become a more strategic workforce development system and ensure
attainment of strategic priorities.
• Position VCW-Piedmont as the hub of regional workforce activities and assist in its role as a platform for
coordinating and convening partners.
• Ensure compliance with federal and state policies and procedures regarding implementation of WIOA and the
Local Workforce Development Board.
• Plan, coordinate, and develop policies and procedures for the oversight and administration of WIOA
funded Adult, Dislocated Worker and Youth programs.
• Serves as liaison with critical stakeholders, such as One Stop partners, to ensure resource sharing and the
maximum amount of cooperation in responding to customer needs and service delivery strategies;
• Review of all expenditures and supporting documentation for cost allow ability under uniform grant guidance
and other applicable guidance.
• Ensure timely fiscal and programmatic monitoring of contractors and sub-recipients.
• Develop, implement and monitor budgets for all funding to ensure programmatic goals are met.
• Proactively identifies opportunities for developing relationships, resources and programs in accordance with
strategic plans, and prepares grant applications and partnership agreements as appropriate.
• Other duties as assigned.
EDUCATION AND EXPERIENCE
• Bachelor’s Degree from an accredited college/university preferably in business or public administration.
• Experience working with Board members and elected officials.
• Familiar with the requirements of the Workforce Investment Act (WIA) or Workforce Innovation and
Opportunity Act (WIOA) rules and regulations or related workforce development experience.
• Experience preferred in contract administration and fiscal management.
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KEY COMPETENCIES
• Thrive in a fast-paced, ever-changing environment.
• Knowledge of federal, state and local rules and regulations affecting workforce services as well as
understanding of current workforce problems, opportunities and trends.
• Ability to collect, organize and analyze data.
• Ability to communicate effectively, both orally and in writing, with Board and Council members, other
community agencies and state and local governments. Ability to express complex ideas effectively.
• Ability to establish and maintain effective working relationships with the public, elected officials and
workforce agency partners.
• Ability to lift 25 pounds in order to transport materials, refreshments, files, handouts and equipment.
• Excellent organizational and administrative skills including ability to prioritize multiple tasks and accomplish
assignments in a timely manner.
• Overall computer competency; proficiency in Microsoft Word/Excel/PowerPoint, other computer
applications and database software programs.
• Attention to detail, self-motivated, and team player.
TO APPLY
Email or mail a cover letter and resume by Monday, December 2, 2019 to:
Helen Cauthen
hcauthen@centralvirginia.org
Central Virginia Partnership for Economic Development
UVA Research Park
1001 Research Park Boulevard, Suite 301
Charlottesville, VA 22901
No phone calls, please.
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FINANCE DIRECTOR
Reports to:

President, Central Virginia Partnership for Economic Development

Major Functions: Ensures the financial well-being of the organization by handling the financial
operations of the Central Virginia Partnership for Economic Development (Partnership), Virginia Career
Works-Piedmont Region (VCW-Piedmont) and GO Virginia Region 9.
Financial Responsibilities: Responsible for the fiscal functions of the Partnership, VCW-Piedmont, and
GO Virginia in accordance with GAAP, grantor requirements, and in accordance with financial
management techniques and practices appropriate for grant accounting. VCW-Piedmont is a federally
funded program and requires compliance with Uniform Grant Guidance.
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Plans, develops, organizes, implements, directs and evaluates the organization's fiscal function
and performance
Manages general accounting and cost accounting of funds received from Federal, State, local,
and other grantor sources
Participates in processing of program contractor and vendor invoices; reviews and processes all
invoices; ensures proper payroll processing
Maintains financial operations, prepares cash draw down requests, and manages cash flow to
minimize cash on hand
Prepares monthly, quarterly, and annual financial reports for the staff, Finance Committee, Board
of Directors, and grantor organizations, as well as special reports on an as-needed basis
Prepares, directs, and monitors the annual budget process ensuring a financial plan and
performance consistent with organizational goals
Evaluates and provides technical financial guidance on the impact of regulatory action and
policies and procedures issued by funding agencies
Develops, implements and maintains accounting policies and procedures
Oversees monthly, quarterly and year-end reconciliation of financial statements
Prepares proper documents for close-out of WIOA and other employment training grants
Negotiates indirect cost plan with Department of Labor
Procures, plans, and organizes external audits
Provides fiscal information and participates in decision making processes for procurement of
vendor and employment service provider contracts
Works to accomplish other duties deemed necessary to fulfill the fiscal and organizational
mission of the Partnership, VCW-Piedmont and GO Virginia.

Knowledge, Skills, and Abilities:
• Demonstrated knowledge of grant accounting and financial management
• Ability to communicate effectively verbally and in writing with fellow staff, Board members and
staff of regulatory agencies and accounting firms
• Knowledge of cost accounting and cost allocation plans
• Time management and organization skills with ability to meet tight deadlines
• Skilled at self-management and self-motivation
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•
•
•
•
•
•
•

Skilled in analyzing and organizing complex data for presentation in an understandable form to
others
Problem solving, decision making skills, and sound judgment in arriving at conclusions
Collaboration skills
Proficient in QuickBooks and Microsoft Office products: Windows OS, Word, PowerPoint, Excel
Ability to read, interpret and understand complex laws, regulations and policies and
communicate them to others
Knowledge of Workforce Innovation & Opportunity Act (WIOA) and other workforce
development grants is a plus
Knowledge of contract administration and procurement preferred

Education and Experience:
• Bachelor’s degree from an accredited college/university in accounting, or equivalent
combination of education and experience
• Minimum of 4-5 years of finance experience required, including federal funds management
• Experience with the Workforce Innovation & Opportunity Act (WIOA) would be ideal
Essential Functions: The following physical standards are considered essential functions of the job.
• Sitting. Continuously to perform job functions.
• Bending. Occasionally to acquire supplies, move equipment, set up computers.
• Pushing/Pulling. Occasionally to move equipment and to set up meeting rooms.
• Twisting/Turning. Frequently to access supplies and equipment.
• Reaching. Frequently to access supplies and equipment.
• Written communication. Continuously to correspond with staff, boards, committees,
contractors, partner agencies, government representatives and agencies.
• Verbal communication. Continuously to converse, present information, data, and reports.
• Hearing. Continuously to listen to information presented in venues ranging from phone calls to
large seating auditoriums. Accommodations such as hearing devices and hearing loops may be
utilized.
• Firm grasping. Frequently to perform job function and handle equipment.
• Fine manipulating. Continuously to use equipment, telephone, fax, computer, copier, and
printer.
• Lifting. Frequently to transport materials, refreshments, files, handouts and equipment. Must
be able to lift 25 pounds.
• Eyesight. Frequently. Sufficient to enable, with any needed assistive devices, the review of hard
copy and computer financial records.
TO APPLY
Email Resume and Cover Letter by Friday, December 6, 2019 to:
hcauthen@centralvirginia.org
Subject: Finance Director
Central Virginia Partnership for Economic Development
1001 Research Park Blvd, Suite 301
Charlottesville, VA 22911
No phone calls please.
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