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January 28, 2010

To:

WorkFirst Supervisors and Staff
From:

Kelly Lindseth, TANF and OES Employment Services Director

Subject:  
WorkFirst - Further Policy Clarification of WorkSource 4 Duties

Recently it came to the attention of WorkFirst program staff that offices rely on WorkSource Specialist 2 (WSS2) and WorkSource Specialist 3 (WSS3) staff to perform duties specifically designated for WorkSource Specialist 4 (WSS4) staff.

Only staff with the WorkSource Specialist 4 classification may provide support services such as the following:
· Issuing and recording bus passes given to parents

· Setting auto pay for transportation in CATS
This clarification is required to ensure WorkSource Specialists work within their classification.  
If you have any questions, please contact Ken Koernke, WorkFirst Policy Coordinator, at (360) 438-3142 or kkoernke@esd.wa.gov Shelley Warnock, WorkFirst Internal Controls Coordinator, at (360) 438-4143 or swarnock@esd.wa.gov.  
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