STATE OF NEBRASKA
CLASS CODE:
A09212

CLASS SPECIFICATION
SALARY GRADE:
353

EST: 05/70 - REV: 07/84
OVERTIME STATUS:
N
BUSINESS MANAGER II

DESCRIPTION:  Conducts and supervises the business affairs of an organization; coordinates the financial, supply and personnel functions of various subdivisions of an organization; 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.)

Establishes and maintains proper systems of accounting and purchasing.

Prepares or assists in preparation of the organization's budget.

May directly supervise and plan the activities of various subdivisions or the organization, i.e., building repair, canteen operation, housekeeping activities.

Reviews budgetary allotment records in the control of expenditures.

Controls personnel actions and coordinates routine administrative procedures.

Maintains a continuous inventory of the organization's property.

Initiates and answers correspondence pertinent to purchases, vendors and sales contacts.

Secures estimates for needed supplies, materials and services.

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

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

JOB PREPARATION GUIDELINES:  (Entry knowledges, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Bachelor's degree in business administration plus three to five years business related experience of which one to two years have been in a responsible supervisory capacity.

SPECIAL NOTE

May be directly responsible for the operation of several organization functions.  Preparation of organization budget may be required.

