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N
CONTINUOUS QUALITY TEAMWORK COORDINATOR

DESCRIPTION:   Under administrative direction, responsible for assisting the Quality Council in planning, coordinating, facilitating, and evaluating a comprehensive Continuous Quality Teamwork (CQT) program.  Coordinates CQT team activity in the agency’s Continuous Quality Teamwork effort.  Advises the Quality Council in development and membership of process assessment teams, process improvement teams, and organization improvement teams.  Facilitates the process of establishing a quality organization; performs related work as required.

EXAMPLES OF WORK:   (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Serves as the resource person for consultants working for the agency in the Continuous Quality Teamwork process.

Directs and assists the Quality Councils and senior agency management in coordinating and facilitating the agency’s CQT effort in all phases of development and implementation.

Advises the Quality Councils and agency managers of CQT principles.
Directs, coordinates, instructs, and evaluates all CQT training efforts.

Instructs or assists in instruction of CQT principles and processes.

Develops and monitors the agency’s Continuous Quality budget.

Coordinates the dissemination of information about CQT.

Initiates, lead, participates in, and facilitates process action teams and work groups addressing complex agency issues.

Maintains a central file of information pertaining to CQT activities of the agency, including training materials, minutes of meetings, team memberships, and other CQT documents.

Coordinates the activities of all improvement team facilitators.

Promotes understanding of the agency’s Mission, Vision, and Values.

Researches quality technology and current CQT developments and makes recommendations to senior agency management and the Quality Councils.

Provides specialized assistance as requested by agency facilities, division, programs, and staff including dialogue development, specialized training and organizational and resource development.

CONTINUOUS QUALITY TEAMWORK COORDINATOR (continued)

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  federal and state laws, rules, policies, programs, and services pertinent to the agency; the objectives, mission, history, and organizational structure of the agency; relationships and administrative processes of the executive and legislative branches of state government; customer service programs and priorities.

Ability to:  determine the nature and scope of the agency's Continuous Quality Teamwork development and implementation needs; facilitate CQT teams to assure teams remain focused on the goals and mission of the agency; coordinate the inclusion of program and administrative data and statistics into technical reports and charts for evaluation and presentation; prepare administrative, legislative, and program evaluation reports and recommendations; develop and evaluate plans of administrative action for solving organization, program, and operational problems; identify internal and external customers and their needs; assess progress towards achievement of CQT.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral performance, and/or other evaluations.)

Knowledge of:  Total Quality Management philosophy and tools; group dynamics and communication skills necessary to work with teams; team building techniques; program and organization evaluation methods; the principles and practices of public administration including planning, organizing, staffing, and budgeting; the techniques of policy/program research, planning, and evaluation; the principles and techniques of training and staff development, needs assessment, and planning and scheduling training programs; training evaluation techniques; measurement methods and statistical process control and instrument design and evaluation techniques.

Ability to:  promote and stand up for CQT principles; lead Total Quality Management teams and train team members on the principles of CQT; communicate with senior management, agency employees, and others; administer CQT training and staff development; interpret and apply education and training in CQT philosophy and theories; monitor team activity.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combinations of coursework, training and/or experience that will enable an individual to possess the required knowledge, abilities, and skills.  A general qualification guideline for positions in this class is: post high school coursework/training in business/public administration, behavioral sciences, organization/management analysis, educational administration, curriculum development, educational psychology, adult education, community education, career planning, workshop/seminar planning or development, or social/behavioral sciences, or a related field; AND experience in Total Quality Initiative programs.  Bachelor’s degree in any of the disciplines listed may be required by the employing agency.
