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POSITION SUMMARY
This position serves as the Deputy Legislative Director for the Department of Agriculture, Trade and Consumer Protection (DATCP) under the general direction of the Legislative Director. This position functions as a principal working-level point of contact for the assigned areas to the Office of the Secretary (OS) for the preparation, analysis, coordination, and implementation of legislation, budget or legislative/federal policy issues affecting the department’s programs.
 The Deputy Legislative Director is responsible for working with DATCP leadership and subject matter experts to coordinate responses to legislative and constituent inquiries and serves as a point of contact for legislative offices, stakeholders, staff, and the public. This position monitors and interprets state and federal legislative activity, assesses potential fiscal or operational/policy impacts and develops options and recommendations. This position will coordinate DATCP responses and will prepare briefings and testimony or other correspondence and materials for the Secretary, Legislative Director or department leadership. This position represents the Legislative Director when assigned and coordinates with the Governor’s Office, Legislature, Congressional delegation, tribal governments, other governmental organizations, associations, and stakeholders. 
This position will work across DATCP to obtain and analyze subject matter information for the purposes of identifying appropriate courses of action and support timely resolution of issues raised by the Governor’s Office, Legislature, or the Federal Government. This position exercises independent judgment within established policy direction and elevates recommendations and sensitive issues to the Legislative Director and OS. 
This position requires strong written and communication skills and the ability to prioritize competing objectives and tasks. This position must develop and maintain effective working relationships with various stakeholders, legislative offices, other agency officials, tribal governments, and other government organizations engaged in legislative and policy development, as well as provide customer service in responding to constituent and legislative inquiries.
GOALS AND WORKER ACTIVITIES
35%	Goal A	Serve as the Deputy Legislative Director and principal legislative staff resource representing DATCP in legislative and intergovernmental matters.
A1. Serve as a primary point of contact for legislative offices, the Governor’s Office, Congressional delegates, tribal governments on legislative and policy matters that require sensitivity and confidentiality. 
A2. Represent the Legislative Director when unavailable as the representative and accompany the Legislative Director at legislative meetings, hearings, briefings, conferences, or other assigned meetings to communicate DATCPs established positions and report on any follow up that’s needed. 
A3. Develop and maintain effective working relationships across DATCP and with external governmental and stakeholder organizations to advance department priorities and resolve legislative and policy issues. 
A4. Establish and maintain relationships with interest groups by responding to requests and collecting input on policy and program issues.
A5. Advise the Legislative Director and Secretary’s Office on emerging legislation, intergovernmental, and stakeholder issues, identify risks, opportunities, and then recommend courses of action.
A6. Coordinate preparation of briefing materials, talking points, meeting preparation and follow up for the Secretary, Legislative Director, and department leadership.
30%	Goal B	Analyze State and Federal legislation, budget and policy issues and advise the Legislative Director, Deputy Secretary, and Secretary on recommendations for advancement.
B1. Monitor and track state and federal legislation, administrative actions, budget proposals, appropriations, regulatory developments, and national issues affective agriculture, trade, consumer protection, and DATCP programs.
B2. Analyze proposed legislation and policy initiatives to assess positive and negative impacts, including fiscal, legal, and operational impacts. Prepare written and verbal recommendations and briefings to the Secretary and Legislative Director.
B3. Analyze federal issues such as the Farm bill, federal appropriations, agriculture and trade policy, food and consumer protection policy and other federal developments. Identify and advise on follow up actions and opportunities to advance Wisconsin’s interests.
B4. Coordinate with DATCP divisions, other state agencies such as DOA, the Governor’s Office, the National Association of State Departments of Agriculture (NASDA), the Midwest Association of State Departments of Agriculture (MASDA), and Wisconsin’s Congressional Delegation, etc. to obtain information, evaluate options, and coordinate department positions to support the Secretary on issues.
B5. Lead efforts to work with department staff, government, industry and interest groups to analyze federal legislation to analyze the impact of proposed federal policies and regulatory actions, and advocate for the state’s interests.
B6. Identify opportunities for federal funding, partnerships, or policy initiatives that support DATCP priorities and provide recommendations regarding pursuing and coordinating of follow up related to these opportunities.
15%	Goal C	Provide analysis, planning, policy and program development, and evaluation for issues under the direction of the Legislative Director for review by the Secretary's Office.
C1. Track legislation and committees, task forces, co-sponsorship memos, and bills that relate to DATCP programs and services; including engaging with bill authors, committee chairs, and stakeholders.
C2. Analyze and interpret state and federal legislative proposals, state budget provisions, and administrative rules to advise the Legislative Director and DATCP staff.
C3. Coordinate and advise strategy and policies for DATCP in the modification or enactment of internal legislative proposals and administrative rules.
C4. Assist the Legislative Director in the development of testimony on proposed legislation and rules.
C5. Research, identify, and recommend policy and procedure changes that will impact agency programs.
C6. Provide policy analysis and support to councils, boards, or committees served by the Secretary’s Office when the work involves legislative or policy issues.
15%	Goal D	Coordinate response and resolution of legislative, constituent, and intergovernmental issues.
D1. Receive, research, triage, and coordinate responses to complex inquiries, requests, and complaints involving DATCP programs, legislative issues, or departmental policy. This may involve follow-ups to legislative offices, federal and state agencies, tribal governments, the Governor’s Office, etc.
D2. Work with DATCP subject matter experts and leadership to identify the appropriate course of action to resolve issues and ensure responses are accurate and consistent with issues and policies.
D3. Coordinate response efforts among the Secretary’s Office, DATCP divisions, the Governor’s Office, legislative offices, tribal governments, other agencies, or stakeholder groups to ensure all impacts are discussed and addressed.
D4. Identify recurring or significant issues and advise the Legislative Director and Secretary’s Office regarding trends, risks, stakeholder concerns, and recommend improvements.
D5. Develop and maintain internal resource documents for navigating constituent and legislative programs, issue histories, resource documents, and other tools needed to monitor legislative and consistent issues.
5%	Goal E	Other duties as assigned
E1. Provide backup duties for the Legislative Director as directed.
E2. Serve as a representative of DATCP for external meetings, conferences, and events, as assigned.
KNOWLEDGE, SKILLS AND ABILITIES
1. Knowledge of the Wisconsin State Legislature, Wisconsin State Statutes, Administrative Rules, and / or state budget process.
2. Significant policy development experience, including knowledge of the concepts, practices, principles and procedures.
3. Demonstrated effective liaison and networking skills, as well as the ability to develop and maintain strong working relationships.
4. Knowledge of, and ability to apply, analytical and research methods, work planning and evaluation techniques.
5. Knowledge of evaluating the impact of legislative initiatives on a state and / or department.
6. Knowledge of the federal legislative process, including but not limited to the functions of the committee system, procedures for passage of legislation and legislative approval of administrative rules, the federal budget process, and various legislative support agencies.
7. General knowledge of business practices and management techniques.
8. Ability to perform issue analyses, including budget development, analyzing resource needs (e.g., staff, equipment, etc.), assessing program or process efficiencies, etc.
9. Knowledge of planning methodologies such as data collection, forecasting, modeling, and alternative analysis techniques.
10. Excellent verbal and written communication skills.
11. Knowledge of state policy processes, including state legislative processes and departmental rulemaking.
12. Strong computer skills (e.g., Microsoft Office).
13. Strong time management and organizational skills.
SPECIAL REQUIREMENTS
1. A majority of work is performed in an office; however, state and national travel is required for approximately 10% of this position’s time.


