Position Description Position Number: 032949
Training Officer (07-04)

Lean Training Officer

Department of Administration

Position Summary

Under the general supervision of the Director, this position will support the Lean Government program
in the development and administration of a training program related to process improvement initiatives
and innovations among Executive Branch agencies and within the Department of Administration.
Specifically, the position will create, promote and implement the Lean Government training program;
provide instruction and ongoing training support for agency projects; and provide coaching and
consulting advice to the process improvement network. The focus will be on Lean, Six Sigma, Kaizen,
and related methodologies that support agency activities including defining inefficient processes,
analyzing data, identifying inefficient or ineffective customer service methods, implementing process
and service improvements, and monitoring improvements for effectiveness.

The overall goal is to provide training and project support that will allow individuals and teams to
develop the critical skills to drive accountability for process improvement initiatives in their respective
government units. This position will work closely with program staff and stakeholders at state agencies
to identify areas for gains in efficiencies and reductions of expenses. This position will be responsible for
the training, development, and ongoing educational support of the key resources in capturing and
reporting those gains.

This position functions with a high degree of independence and decision making. The incumbent will
provide customer service and process improvement consulting from concept through completion. The
goal is to support the respective agencies in creating a culture of continuous improvement and to
develop the pockets of excellence that will allow the program to be self-sustaining. The incumbent will
frequently work on projects that require strong communication skills and the ability to lead and work
within a team. The success of the Training Officer-Confidential of the Lean Government program has
statewide impact.

Goals and Worker Activities

40% A. Establish and coordinate the training and development program for the
Lean Government initiative.

Al. Perform an ongoing assessment with the active state agencies to identify the gaps in
current capabilities and desired state.

A2. Develop, propose and implement a multiyear training and development program and a
near term action plan.

A3. Develop a curriculum for Lean Government training and deployment plans that is
focused on the needs of the agencies.

A4. Develop, review and select training tools to ensure the high quality source materials
are provided to agencies.

A5. Serve as the primary contact for Lean Government training policy and procedures.
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25% B.

15% C.

A6.

A7.

A8.

A9.

A10.

Al1l.

Al2.

Al13.

Conduct and/or facilitate the delivery of the overall training and development program
utilizing process improvement methodologies including Lean Six Sigma, Kaizen, and
related techniques and tools.

Initiate and support the use of web-based training material (i.e. Webinars, videos, and
/ or User Productivity Kits).

Investigate and promote use of social media to convey Lean tools and techniques to
end-users.

Educate, advocate and participate in activities, including presentations, to promote the
value of the Lean Government program.

Identify, develop and monitor the use of subject matter experts who provide curricular
and instructional content of training courses.

Provide educational guidance to the network on personnel development needs that
align with the long term objective of the agency and the program.

Ensure training and development resources are available to enhance staff proficiency
in Lean Government practices and methodologies.

Assist the Director in providing the Governor’s Lean Government Steering Committee
with training and development plans and assessment of agency capabilities for the
Lean Government initiative.

Track and monitor the continual improvement and effectiveness of the Lean Government
State-wide program.

B1.

B2.

B3.

B4.

B5.

B6.

B7.

B8.

Ensure that key training metrics are defined, developed and tracked and that training
results in a positive impact for each project.

Work with agencies to develop, monitor and improve agency performance through the
use of dashboards and other measurement tools.

Maintain regular and special reports relative to the improvement and effectiveness of
Lean Government training across agencies.

Communicate with agency stakeholders regularly to define and collect metric data.
Provide an annual assessment of the maturity of the program for each agency that
addresses training, demonstrated core competency of staff and management, and
ability to achieve results.

Conduct research and analysis related to Lean Government initiatives.

Review the training program to ensure the highest standards are maintained, content
remains current and instruction is proficient.

Identify, analyze and share emerging best practices from the public and private sectors.

Establishment and maintenance of State-wide Lean website and databases

C1.

c2.

Design existing DOA Lean website to reflect the need for centralizing metrics and

training materials.

Maintain SharePoint site that includes proper documentation revision controls.
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15% D.

5% E.

Participate as a team member to provide ongoing technical support of the Lean
Government Initiative.

D1. Support the initiative in the form of a consulting and mentoring role to the network via
a “learning by doing” approach that supports the classroom training.
D2. Establish and maintain strategic relationships with the process improvement network
to promote the exchange of Lean-related information and government best practices.
D3. Assistin the early stages of program deployment by educating participants through
project completion cycles consistent with the goals and objectives of the agency.
D4. Serve as a Lean Government subject matter expert or technical consultant among state
agencies, various councils, committees or workgroups.
D5. Provide technical support for projects as requested to ensure proper and most
efficient use of tools.
D6. Asrequested, provide guidance or general support for complex or interagency
projects identified as high value.
D7. Asachange agent, continually advocate for the value of data driven decision making
and a culture of continuous improvement.
D8. Maintain and enhance knowledge of government operations and practices.
D9. Provide leadership to drive a culture for continuous process improvement that is self-
sustainable.
D10. Participate in the preparation and management of the program budget.

Other activities as directed that support process improvement training initiatives,
reporting outcomes and general improvement in operating practices in Wisconsin state
government.

Knowledge, Skills and Abilities

Knowledge of applying Lean principles in a service environment, including facilitation of process
improvement focus groups.

Solid understanding of and experience applying a varied set of Lean tools including Six Sigma
and/or Kaizen methodologies.

Demonstrated capability to provide Lean Six Sigma, Kaizen and related methodologies training
material to all levels of an organization.

Demonstrated experience using change management skills and practices to address
organizational change.

Customer-focused in defining training needs and establishing priorities.

Experience with implementing training programs at a statewide government or private
enterprise entity level.

Experience in developing process improvement metrics and/or measures of success.
Experience in developing and / or maintaining websites and databases (i.e. SharePoint, Access,
or other systems)

Demonstrated experience facilitating diverse work groups and teams involved in complex
projects.
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10.

11.
12.
13.
14.
15.

16.
17.
18.
19.
20.

Demonstrated experience coaching stakeholders and the leadership group in Lean principals
and techniques.

Demonstrated experience leading daily continuous improvement sustainment activities.
Experience providing excellent customer service and managing quality.

Demonstrated experience applying lean strategy deployment.

Strong relationship management and leadership skills.

Demonstrated desire and ability to motivate others and achieve results through continuous
improvement.

Cultural competency that enables effective working relationships in cross-cultural situations.
Collaboration and partnership building skills.

Creative problem solver.

Knowledge of planning, both long-range and short-term.

Demonstrated experience in public speaking.



