STATE OF NEBRASKA
CLASS CODE:
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OVERTIME STATUS:
E
RESEARCH ADMINISTRATOR

DESCRIPTION:  Under general direction, organizes, administers, and manages the Research and Statistics Section of the Division of Employment, Department of Labor; 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.)

Directs development of research designs for user needs, such as Chambers of Commerce and law making bodies; coordinates data from independent sources for special user needs such as Job Training Partnership Act.

Represents the Division of Employment at meetings and conferences on data and research problems to include federal, state and industrial groups.

Directs the staff engaged in the collection, compilation, classification, tabulation and analysis of statistical data.

Reviews research materials from other states, and technical instructions from the Bureau of Labor Statistics and the Employment and Training Administration.

Coordinates the preparation of reports required for state conducted programs by the Commissioner of Labor, Executive Director of the Division, Section Heads, and local offices.

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

Knowledge of:  the Nebraska Employment Security Law and its application; Federal regulations and guidelines for labor statistics; agency missions, goals and objectives; uses of human resource data in statistical research.

Ability to:  manage subordinate staff; administer policies and regulations pertinent to research and statistics; analyze research material; coordinate the findings with those concerned.

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

Knowledge of:  principles and practices of business administration/management as applied to governmental operations; effective communication techniques; program analysis/evaluation techniques; principles and methods of statistical research; current social and economic conditions within the state.

Ability  to:  interact with diverse groups and individuals in order to exchange information, and ideas; interpret and understand policies, regulations, and programs regarding statistical research programs; deal with frustrating situations on a day to day basis.

RESEARCH ADMINISTRATOR (continued)

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.)

Post high school education with an emphasis in any one of the following areas: finance, financial administration, economics, public or business administration/management including or supplemented with coursework in research and statistics.

OR

Managerial or administrative experience in a research and statistical program.

