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EPIC
COST ALLOCATION PLAN

Purpose/General Statements

The purpose of this cost allocation plan is to summarize, in writing, the methods and procedures that
this organization will use to allocate costs to the programs, grants, contracts and agreements.

2 CFR Part 225, “Cost Principles for State and Local Governments,” establishes the principles
for determining costs of grants, contracts and other agreements with the Federal Government.
EPIC's Cost Allocation Plan is based on the Direct Allocation method described
in CFR 2 Part 225. The Direct Allocation Method treats all costs as direct costs except
general administration and general expenses.

Direct costs are those that can be identified specifically with a particular final cost
objective. Indirect costs are those that have been incurred for common or joint objectives and
cannot bereadily identified with a particular final cost objective.

Only costs that are allowable, in accordance with the cost principles, will be allocated to benefiting
programs by EPIC.

General Approach

The general approach of EPIC in allocating costs to particular grants and contracts is as follows:

A All allowable direct costs are charged directly to programs, grants, activity, etc.

B. Allowable direct costs that can be identified to more than one program are prorated
individually as direct costs using a base most appropriate to the particular cost being
prorated.

C All other allowable general and administrative costs (costs that benefit all programs

and cannot be identified to a specific program) are allocated to programs, grants, etc.
using a base that results in an equitable distribution.




ALLOCATION OF COSTS

The following information summarizes the procedures that will be used by EPIC during the
fiscal year ending June 30, 2025:

A. Compensation for Personal Services - Documented with timesheets
showing time distribution for all employees and allocated based on
time spent on each program or grant. Salaries and wages are
charged directly to the program for which work has been done.

1. Fringe benefits: FICA, Worker’s Compensation, retirement,
health insurance, dental insurance, and other fringe benefits
are also allocated in the same manner as salaries and wages.

2 Vacation, holiday, and sick pay are allocated in the same
manner as salaries and wages.

B. Travel Costs - Allocated based on purpose of travel. All travel costs
(local and out-of-town) are charged directly to the program for
which the travel was incurred.

C. Office Expense and Supplies (including office supplies and
postage) -Allocated based on usage. Expenses used for a specific
program will be charged directly to that program. Postage
expenses are charged directly to programs to the extent possible.

iE A Equipment - EPIC depreciates equipment when the initial
acquisition cost exceeds$1,000. Items below $1,000 are reflected in
the supplies category and expensed in the current year. Unless
allowed by the awarding agency, equipment purchases are
recovered through depreciation. Depreciation costs for allowable
equipment used solely by one program are charged directly to the
program using the equipment.

E. Printing (including supplies, maintenance and repair) - Expenses are
charged directly to programs that benefit from the service.

E. Insurance - Insurance needed for a particular program is charged
directly to the program requiring the coverage. Other insurance
coverage that benefits all programs is allocated based on the ratio of
each program’s number of vehicles or square footage.

& Telephone/Communications - Long distance and local calls are
charged to programs if readily identifiable.




Facilities Expenses - Expenses are charged directly to programs that
benefit from the service.

Training/Conferences/Seminars — Allocated to the program
benefiting from the training, conferences orseminars.

Other Costs (including dues, licenses, fees, etc.) - Other joint costs
will be allocated to the program benefiting from the other costs.

Unallowable Costs — Costs that are unallowable in accordance with
2 CFR 225 Appendix B, including alcoholic beverages, bad debts,
advertising (other than help-wanted ads), contributions,
entertainment, fines and penalties are not incurred.

Indirect Costs— Indirect costs are applied based upon the USDE
approved indirect cost plan rate of 4.46%.
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W E S T V I RGINIA Scott A. Adkins, Acting Commissioner

Qctober 1, 2025

TJ Van Meter

Executive Director

Region VII Workforce Development Board

151 Robert C. Byrd Industrial Park Rd, Suite 2
Moorefield, WV 26836

Re: Approval of 2025 Cost Allocation Plan

Dear Mr. Van Meter,

WorkForce West Virginia (WFWV) has completed a detailed review of the Cost Allocation Plan
submitted by your Region. Generally, a cost allocation plan is approved by the federal agency that
provides the largest dollar amount of federal financial assistance to an organization. If no direct federal
financial assistance is received, the organization that provides the agency with the largest dollar
amount of federal financial assistance is the cognizant agency. Therefore, since Region 7 receives no
direct federal funding, WFWYV is responsible for the review and approval of your Cost Allocation Plan.

WFWV has concluded that your agency's Cost Allocation Plan meets the requirements set forth in the
federal grant management and cost standards as promulgated by the Office of Management and
Budget. Therefore, the Cost Allocation Plan is approved as submitted, a copy is attached. This letter
along with the attached Cost Allocation Plan must be kept on file within your agency until such time that
a new Cost Allocation Plan is approved.

Please note that during scheduled monitoring visits, WFWV will monitor the methodology used for the
allocation of costs compared to the approved Cost Allocation Plan on file. If any changes are made in
the methodology used in the allocation of costs within the organization, a revised plan must be
submitted to WFWV immediately for review and approval. The submission must include a full copy of
the revised plan as well as samples of any schedules, documents, or studies used in the allocation
process.

If you have any questions or concerns, please contact me at (304) 352-3845
or jane.shinn@wv.gov.

Sincerely,
QCUYLQ Sruoona

Jane Shinn
FAM Executive Director

1900 Kanawha Blvd East * Building 3 Suite 300 * Charleston, WV 25305

An agency of the Department of Commerce
An equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities.

www.workforcewv.org
F 5 o .
A proud partner of the AmericanJobCenter® network



Region VIl Workforce Development Board
and
Martinsburg and South Branch One Stop Career Centers

Cost Allocation Plan

Purpose/General Statements

The purpose of this cost allocation plan is to summarize, in writing, the methods and procedures that
this organization will use to allocate costs to various programs, grants, contracts, and agreements. The
Agency will be hereafter referred to as Region VII WDB.

2 CFR 200 “Uniform Grant Guidance” establishes the principles for determining costs of grants,
contracts, and other agreements with the Federal Government. Region VIl WDB'’s Cost Allocation Plan is
based on the Direct Allocation method described in 2 CFR 200. The Direct Allocation Method treats all
costs as direct costs except general administration and general expenses.

Direct Costs are those that can be identified specifically with a particular final cost objective. Shared
costs are those that have been incurred for common or joint objectives and cannot be readily identified
with a particular final cost objective.

Only costs that are allowable, in accordance with the cost principles, will be allocated to benefitting
programs by Region VIl WDB. Region VIl WDB and the Martinsburg and South Branch One Stop Career
Centers are predominantly funded by WIOA Adult, Dislocated Worker, and Youth grants. When funding
outside the WIOA funding stream becomes available this cost allocation plan will be applicable.

Region VIl WDB has Fiscal Management agreements with Eastern Panhandle Instructional Cooperative,
Inc. (EPIC). The Martinsburg and South Branch Career Centers utilize Thomas P. Miller and Associates
(TPMA) as the One-Stop Operator.

General Approach
Region VIl Workforce Development Board

The general approach of Region VIl WDB in allocating costs to particular grants and contracts is as

follows:
1. All allowable direct costs are charged directly to programs, grants, activity, etc.

2. Allowable direct costs that can be identified to more than one program, are prorated
individually as direct costs using a base most appropriate to the particular cost being prorated.
a. Forexample, supplies for a resume writing class when the number of Adult and
Dislocated Worker participants is known.



3. Allother allowable shared costs (costs that benefit all programs and cannot be identified to a
specific program) will be allocated to programs, grants, etc. based upon participant numbers as
of the last day of the previous calendar quarter.

Administrative Costs
Administrative costs are defined by 20 CFR 683.215-attached

All administrative costs will be allocated to programs, grants, etc. based upon participant numbers as of
the last day of the previous calendar quarter.

Martinsburg and South Branch One Stop Career Center
The general approach of the Martinsburg and South Branch One Stop Career Center is as follows:

1. Due to the nature of the One Stop Career Center model as specified by the WIOA legislation all
customers at least have an intake interview to determine eligibility.

2. The Martinsburg and South Branch One Stop Career Centers will only serve participants eligible
for WIOA Adult and Dislocated Worker funds.

3. Since itis unknown which (if any) program a customer may be eligible, all One Stop Costs are
pooled and allocated based on participant numbers of the WIOA programs from previous
quarter.

4. The participant numbers for the allocation will be the number of participants enrolled in the
Adult and Dislocated Worker programs for the previous calendar quarter as of the last day of
the quarter. This number will be provided to the Fiscal Agent by Region VIl WDB staff.

5. AllOneStop Career Centercosts will be accumulated in a cost pool as incurred during the
month and allocated according the number of participants from the previous quarter.

6. Intheevent there are Youth expenses incurred by the One Stop Career Center, those costs will
be directly charged to the Youth Grant.

Allocation of Costs

The following information summarizes the procedures that will be used by Region VIl WDB and
the Martinsburg and South Branch One Stop Career Centers since July 1, 2024.

1) Compensation for Personal Services — Documented with timesheets showing time distribution for
all employees and allocated based on time spent on each program or grant. Salaries and wages
are charged directly to the program for which work has been done. Costs that benefit more than
one program will be allocated to those programs based on the ratio of each program’s
participants to the total number of participants as of the last day of the previous quarter.

i) Fringebenefits {FICA, SUTA, Disability Insurance, Health Insurance, Workers Compensation,
and Retirement) are allocated in the same manner as salaries and wages.

ii) Annual Leave, holiday, and Sick Leave are all allocated in the same manner as salaries and
wages.



2) Travel Costs — Allocated based on purpose of travel. All travel costs (local and out of town) are
charged directly to the program for which the travel was incurred. Travel costs that benefit more
than one program will be allocated to those programs based on the ratio of each program’s
participants to the total number of participants as of the last day of the previous calendar
quarter.

3) Professional Services Costs (such as consultants, accounting and auditing services)- Allocated to
the program benefiting from the service. All professional service costs are charged to directly to
the program for which the service was incurred. Costs that benefit more than one program will
be allocated to those programs based on the ratio of each program'’s participants to the total
number of participants as of the last day of the previous calendar quarter.

4) Office Expense and Supplies (including office supplies and postage) — Allocated based on usage.
Expenses used for a specific program will be charged directly to that program. Postage expenses
are charged directly to programs to the extent possible. Costs that benefit more than one
program will be allocated to those programs based on the ratio of each program'’s participants to
the total number of participants as of the last day of the previous calendar quarter.

5) Equipment - Region VIl WDB depreciates equipment when the initial acquisition cost exceeds
$5,000. ltems below $5,000 are reflected in the supplies category and expensed in the current
year. Equipment purchases are made in accordance with EPIC's (Region VII WDB's Fiscal Agent)
procurement procedures. Depreciation costs are all charged to the appropriate program.

6) Printing (including supplies, maintenance and repair) — Expenses are charged directly to programs
that benefit from the service. Expenses that benefit more than one program are allocated based
on the ratio of the labor hours to total labor hours. Costs that benefit more than one program will
be allocated to those programs based on the ratio of each program’s participants to the total
number of participants as of the last day of the previous calendar quarter.

7) Insurance- Property and Casualty Insurance is provided as part of EPIC’s policy. Costs will be
allocated to programs based on the ratio of each program’s participants to the total number of
participants as of the last day of the previous calendar quarter.

8) Auto Insurance — Auto insurance costs will be collected in a cost pool and allocated to those
programs based on the ratio of each program’s participants to the total number of participants as
of the last day of the previous calendar quarter,

9) Telephone/Communications —Telephone and Internet costs will be expensed directly to a
program, if possible. Other telephone, internet or communications expenses that benefit more
than one program will be allocated to those programs based on the ratio of each program’s
participants to the total number of participants as of the last day of the previous calendar quarter.

10) Facilities costs for locations that house a single program are charged directly to the program,
grant oragreement for the activity being carried on at that location. Any shared Facilities costs for
the Region VII WDB and Martinsburg and South Branch One Stop Career Center will be separated
based on the ratio of square footage facility cost to the total facility costs. Facility Costs include
rent, utilities, trash removal, janitorial etc. Facility Costs will be allocated to those



programs based on the ratio of each program’s participants to the total number of participants as
of the last day of the previous calendar quarter.

11) Training/Conferences/Seminars — Allocated to the program benefiting from the training,
conference or seminars. Costs that benefit more than one program will be allocated to those
programs based on the ratio of each program’s participants to the total number of participants as
of the last day of the previous calendar quarter.

12) Other Costs (including dues, licenses, fees, etc.) — Costs that benefit a specific program are
directly expensed. Other joint costs that benefit more than one program will be allocated to
those programs based on the ratio of each program’s participants to the total number of
participants as of the last day of the previous calendar quarter.

13) Unallowable Costs — Costs that are unallowable in accordance with OMB Circular A-122, including
alcoholic beverages, bad debts, advertising (other than help wanted ads), contributions,
entertainment, fines and penalties will not be charged to a federal award. Lobbying and
fundraising costs are unallowable.

This Cost Allocation Plan has been in effect since July 1,2024 since EPIC assumed the role as Fiscal Agent
forthe Region VII WDB.,



Job Description:
Executive Director
Workforce Development Board

General Description: This position will provide the leadership necessary for the
successful delivery of employment and training activities as defined in the Workforce
Innovation and Opportunity Actof 2014, and as further defined by the Region VII Local
Elected Officials and the Region VII Workforce Development Board. Individual will
directly represent the best interest of the Local Elected Ofticials and Workforce
Development Board in the delivery of employment and training services to eligible
residents of the Region VII Workforce Delivery area.

Major Responsibilities and Duties:

»
>
»

Direct Workforce Development Board staff in the execution of assigned duties.
Provide staff training and evaluation, as needed.

Execute the actions approved by the Workforce Development Board or the WDB
Executive Committee when acting on behalf of the WDB in accordance with
agency Bylaws.

Be well adverse on the Workforce Innovation and Opportunity Act of 2014 and
execute the activities and services defined within the Act, upon approval of the
WDB.

Act in an advisory role to the WDB, WDB Committees, and Local Elected
Officials in all areas related to the delivery of Workforce Innovation and
Opportunity Act services.

Assist in the development and implementation of policies and procedures required
by the WDB for effective delivery of Workforce Innovation and Opportunity Act
services.

Assist the LEOs, WDB, mandated partners, and optional partners in the
development and continuous improvement of WORKFORCE WV Career Centers.
Approve eligible Training Providers that provide training in regional demand
occupations.

Monitor the performance of all WORKFORCE WV Career Centers, Training
Providers, and other contracted services and suppliers.

Assist in the facilitation of WDB meetings, WDB Committee meetings, WDB
information presentation, and other presentation relating to WDB services or
activities.

Provide necessary reports to the proper agencies (programmatic reports, financial
reports, meeting minutes, etc. ).

Attend meetings and or conferences essential to the successful delivery or
delivery improvement of Workforce Innovation and Opportunity Act services.
Execute procurement action and approval for purchases not exceeding $5,000.
Prepare procurement documents necessary for the proper procurement of supplies
or services in accordance with the West Virginia Purchasing Handbook.



» Act as responsible reporting agent for all Workforce Innovation and Opportunity
Act funding.

» Approve On-the-Job Training (OJT) Contracts and or Customized Training

Contracts per the guidance contained in applicable local policies.

Ensure the execution and compliance with all WDB issued policies.

Provide continuous and direct feedback to LEOs and WDB on Workforce

Development issues, services, and other activities.

Certify all payment invoices.

Be second signatory on all payment checks to vendors.

Verify monthly bank reconciliation.

Be aware LEOs are ultimately responsible for all WIOA funds and notify such

individuals when procurement action is in conflict with WIOA mandates.

Other duties as assigned by the Local Elected Officials or the Workforce

Development Board.

vV V
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Reporting: This position will be employed by Eastern Panhandle Instructional
Cooperative, Inc. However, job supervision will be accomplished by the Local Elected
Officials and the Region VII Workforce Development Board (WDB).

Minimum Qualifications:

> Possess a Bachelor’s Degree in Business Administration, Public
Administration, Education, or related field and a minimum of six (6) years
experience in managing or supervising Federal programs specific to workforce
education and training. A Masters Degree in a related field with two years
experience can be substituted for the above requirement.

Have excellent communication skills (writing, speaking, oral presentations,
etc.).

Be able to build partnerships between both government agencies and non-
government agencies.

Demonstrate strong leadership skills.

Be able to work independently and build team models.

Be able to interpret Federal and State laws, policies, and Acts as well as be
familiar with Generally Accepted Accounting Procedures.

Be able to travel and represent the agency. Travel will require some overnight
stay as well as both in-state and out-of-state travel.

Be familiar with Government purchasing procedures.

Be able to draft Strategic Plan, operational policies and procedures.

Have experience in analyzing activities and providing written analytical
reports.

Be able to work with a diverse group of individuals withi n government
agencies, businesses, education, economic development, and other agencies
involved with workforce development.

vV VVV ¥V VVV V V
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WEST VIRGINIA

Region VII Workforce Development Board

Job Description:
Program Coordinator
Workforce Development Board

General Description: The Program Coordinator for the Region VII Workforce Development
Board will be responsible for internal monitoring/audits of Workforce Innovation and
Opportunity Act services delivered to eligible youth, adults, dislocated workers, and displaced
homemakers residing in the Region VII Workforce Delivery area. The Program Coordinator will
also serve as the Region VII Equal Opportunity/Affirmative Action Officer. The position ensures
sub-sponsors and office compliance. This position is responsible for meeting participants and
sub-sponsors to discuss problems and prepare grievance reports. The Program Coordinator will
oversee and be responsible for file maintenance, accuracy, and retention for the WDB; this
includes, but is not limited to, ITAs, OJTs, Supportive Services, meeting minutes, etc. The
Program Coordinator will report to the Executive Director of the Region VII Workforce
Development Board.

Major Responsibilities:

= Reviews WIOA laws and regulations for customer and partner impact. Leads and
motivates cross-functional team members in strategy development and implementation of
compliance solutions. Utilizes advanced leadership and collaborative skills in interacting
with compliance stakeholders or regulatory agencies. Fosters cooperation across team
and organizational units. Builds consensus and morale through understanding of
underlying team dynamics and by promoting development of team relationships.

=  Ensures proper implementation of WIOA requirements and identifies outstanding
compliance issues.

= Able to clearly navigate and articulate the importance of the compliance control
environment to key WIOA stakeholders.

= Able to educate colleagues and skillfully provide simple explanations, real world case
studies to effectively present/facilitate compliance training when required.

=  Embraces change, sponsors improvements and is empowered to raise concerns and
suggest improvements. Constructively looks to support continuous compliance control
environment improvements.

= Assists in the development of internal controls and policies designed to ensure that all
compliance needs are met.

Primary Duties:

= Review and approval recommendation of Individual Training Accounts (ITA).

»  Administration and maintenance of Eligible Training Provider Applications.

= Maintenance of internal computer database for tracking ITA information.

= Assist in identification of demand occupations within Region VIL.

=  Work closely with WorkForce WV Career Center staff and Training Provider staff to
ensure smooth transition for WIOA funded participants.

= Review and approval recommendation of supportive and/or needs based payments for
eligible participants enrolled in WIOA funded activities.

A proud partner of the

— 131 Robert C Byrd Industrial Park Road, Suite 2 ® Moorefield, WV 26836
amerlcan]obcenter Phone: (304) 530-5258 o Fax: (304) 530-5107 e TDD: WV Relay 7-1-1
network wwwowvregion 7workforce.org

An Equal Opportunity Program/Employer. Auwxiliary aids and services are available upon request to individuals with disabilities.



* Review and process invoices from training providers for payment.

*  Monitor WorkForce WV Career Centers, Training Providers, and other WIOA funded
activities for contract/MOU compliance.

*  Administer and monitor WDB On-the-Job Training (OJT) contracts.

*  Provide Technical Assistance to WorkForce WV Career Centers, Training Providers, or
other contractors, as needed.

= Review performance reports for training providers. Prepare recommendations to
continue or cancel eligible training provider status based on performance reports.

*  Assist in planning and implementation of local strategic plan and other policies and
procedures.

= Act as the Management Information System (MIS) Coordinator for the WDB.

"  Assist in planning of WDB meetings, LEO meetings, and Committee meetings.

= Attend meetings described as essential to the provision of Workforce Development
initiatives in the Region as well as meetings or conferences aimed at professional
development.

* Investigates complaints, generating written reports.

® Participates in various conferences sponsored by state and federal EO groups.

s Counsels sub-sponsors and participants on equal opportunity matters.

* Provides equal opportunity training for sub-sponsors and staff.

® Oversees the duties and day-to-day activities of the Region VII WDB Data Specialist.

*  Other duties as assigned by the WDB Executive Director.

Reporting:
The Region VII Workforce Development Board Program Coordinator will report to the

Executive Director of the Region VII Workforce Development Board.

Minimum Qualifications:

= Bachelor’s Degree in education, social services, public administration, business or a
related field preferred.

* Ten years working experience in social work, employment and training programs, or
youth programs can be substituted for Bachelor’s Degree.

= Expert knowledge of federal and state laws governing the provision of Workforce
Innovation and Opportunity Act services.

= Extensive experience working with community and educational organizations.

= Ability to communicate, orally and in writing, with a diverse culture of individuals.

= Ability to work independently and in groups. Must be a self-starter.

®  Knowledge of computer programs; specifically, Microsoft Word, Excel, and Access.

= Travel throughout the regional area as well as travel to state activities and some out-of
state activities related to Workforce Development.

= Be able to interpret federal, state and local policies and procedures for the delivery of
Workforce Innovation and Opportunity Act services.

= Expert knowledge of federal and state Equal Employment Opportunity policies,
regulations, and laws.

A proud part fthe
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Job Description:
Youth Program Coordinator
Workforce Development Board

General Deseription: The Youth Program Coordinator for the Region VII Workforce

Development Board will be responsible for the delivery of Workforce Innovation and
Opportunity Act services to eligible In-School and Out-of-School Youth residing in the
Region VII Workforce Delivery area. The Youth Program Coordinator will report to the
Executive Director of the Region VII Workforce Development Board.

Major Responsibilities and Duties:

Review and approve recommendation of eligible WIOA Youth.

Develop innovative programmatic youth initiatives.

Maintenance of internal computer database for tracking WIOA Youth
information.

Assist in identification of services needed for registered WIOA Youth within
Region VII.

Provide training and guidance to both Youth Case Managers and WIOA Youth
eligible to receive program services.

Work closely with One-Stop Career Center staff and Youth Provider staff to
ensure smooth transition for WIOA funded participants.

Review and approve recommendation of supportive and/or needs based payments
for eligible participants enrolled in WIOA funded activities.

Review and process invoices from the Youth Provider for payment.

Monitor One-Stop Career Centers, Youth Providers, and other WIOA funded
activities for contract / MOU compliance.

Administer and monitor WDB Y outh contracts.

Provide Technical Assistance to One-Stop Career Centers, Youth Providers, or
other contractors, as needed.

Review performance reports for Youth Providers. Prepare recommendations to
continue or cancel eligible Youth Provider status based on performance reports.
Assist in planning and implementation of local strategic plan and other policies
and procedures.

Act as the Management Information System (MIS) Coordinator for Region VII
Youth activities and participants.

Make presentations to community organizations, agencies, businesses, or other
organizations regarding WIOA Youth activities.

Provide support to WDB committees.

Attend meetings described as essential to the provision of Workforce
Development initiatives in the Region as well as meetings or conferences aimed at
professional development.

Other duties as assigned by the WDB Executive Director.

Reporting:
Will report to the Executive Director of the Region VII Workforce Development

Board.



Minimum Qualifications:

Bachelor’s Degree in education, social services, public administration, business or
a related field preferred.

Knowledge of federal and state laws governing the provision of Workforce
Innovation and Opportunity Act services.

Experience working with community and educational organizations.

Ability to communicate, orally and in writing, with a diverse culture of
individuals.

Ability to work independently and in groups. Must be a self-starter.
Knowledge of computer programs; specifically Microsoft Word, Excel, and
Access.

Travel throughout the regional area as well as travel to state activities and some
out-of state activities related to Workforce Development.

Five years working experience in social work, employment and training
programs, or youth programs can be substituted for Bachelor’s Degree.

Be able to interpret federal, state and local policies and procedures for the
delivery of Workforce Innovation and Opportunity Act services.



WEST VIRGINIA

Region VII Workforce Development Board

Region VII Workforce Development Board Receptionist

Position Summary:

Provide a positive first and last impression of the Workforce Development Board and
our partners in the facility. Be the first point of contact and provide general assistance,
information and support to Clients and / or Customers entering the one stop.

Position Accountabilities:

1. Greets every client or customer in a professional and courteous manner.

2. Strives to make every person entering our one stop feel important and respected.

3. Answers clients” questions quickly, courteously and accurately or finds someone
who can.

4. Maintains forms, records and supplies as required for position.

5. Manages difficult or emotional client situations in a professional manner.

6. Puts clients at ease and directs them to the appropriate area, workshop, counselor,
case manager, or partner.

7. Quickly answers all incoming calls, giving correct information and transferring
calls appropriately.

8. Assures the readiness of the reception area and computers for each working day.

9. Assists clients with job search and related activities on public computers.

10. Continuously identifies quality improvement opportunities.

11. Performs other related duties as assigned.

Knowledge, Skills, Qualifications:

High school diploma or equivalent required. Minimum of three years experience in a fast
passed office environment preferred. General knowledge of Workforce programs is
desired. Excellent customer service skills (friendly, courteous, helpful) are a must. Must
speak clearly and persuasively in positive or negative situations. Working knowledge of
Microsoft office (Word, Outlook, Excel, etc) required. Multilingual is desired.

Competencies:

1. Customer Service Excellence: Acts with the client in mind; anticipates client
needs and addresses proactively; establishes and maintains effective business
relationships with clients, customers and partners; gains trust and respect; strives
to make every interaction a positive experience.

A proud partner of t
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2. Interpersonal Communication: Relates well to all kinds of clients; builds
appropriate rapport; builds constructive and effective relationships; uses
diplomacy and tact; can defuse difficult situations comfortably.

3. Listening: Practices attentive and active listening; has patience to hear clients out;
can accurately restate the opinions of others even when he or she disagrees.

4. Patience: Is tolerant with clients and processes; tries to understand clients and
data before making judgments and/or acting; waits for others to catch up before
acting; sensitive to due process and proper pacing; follows established processes
and policies.

S. Approachability: Is easy to approach and to talk to; spends extra time to put
clients at ease; can be warm, pleasant and gracious; is sensitive to and patient with
the intrapersonal anxieties of the client; builds rapport well; is a good listener.

6. Compassion: Genuinely cares about people; is available and ready to help;
demonstrates real empathy with the joys and pains of others; sympathetic to the
plight of others going through difficult times.

7. Self Development: Is personally committed to, and actively works toward
improving their job knowledge and ability to serve our clients.

Reporting Structure: Reports to the WDB Compliance Director.

A d partner of th
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WorkForce

WEST VIRGINIA
Region VII Workforce Development Board

May 26, 2026

To: Jane Shinn, Director of FAM
From: REGION VII WORKFORCE DEVELOPMENT BOARD

This letter is to confirm that no changes have been made to our Cost Allocation Plan as last approved by
Workforce WV on October 1, 2025

Signature

e

Dr. Thomas J. Van Meter
Executive Director, Region VII WDB

A proud part fthe
e I51 Robert C Byrd Industrial Park Road, Suite 2 » Moorefield, WV 26836

~ A
americanj ohcenter Phone: (304) 530-3258 o Fax: (304) 530-5107 ¢ TDD/TTY: (304) 558-1549
netwark Wik wregion7workforce.org

An Equal Opportunity Program/Employer. Auxiliary aids and services are available upon request to individuals with disabilities.
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