STATE OF NEBRASKA
CLASS CODE:
A17800

CLASS SPECIFICATION
SALARY GRADE:
353

EST:
02/96 - REV:
09/97
OVERTIME STATUS:
N
HIGHWAY CIVIL RIGHTS ASSISTANT COORDINATOR

DESCRIPTION:  Under limited supervision of the Highway Civil Rights Coordinator, performs technical, administrative and liaison work promoting participation in the Disadvantaged Business Enterprise (DBE) program and other civil rights programs following agency, state and federal guidelines.

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.)

Identifies and contacts minority and female owned and controlled companies to solicit participation in the DBE program; disseminates information about the DBE program to various audiences.

Processes DBE certification documents, reviews contractor applications comparing them to eligibility criterion, and makes recommendations to the Highway Civil Rights Coordinator.

Acts as a referral source by directing DBE participants to others who can be of assistance in bonding, estimating, take-offs, bidding, and contracting or subcontracting procedures.

Assists DBE participants in conducting business within the highway industry.

Conducts DBE reviews and makes recommendations to the Highway Civil Rights Coordinator regarding eligibility status.

Investigates complaints concerning DBE status and prepares investigation reports.

Assists in the review of projects to determine those eligible for DBE participation.

Monitors DBE participants' performance on projects.

Assists with required civil rights reporting and information dissemination.

Publishes newsletters and other informational documents.

Maintains files and electronic databases on civil rights programs.

Administers the DBE portion of the contract finalizing process.

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

Knowledge of:  state and federal civil rights laws; federal DBE rules and regulations; highway construction industry operations; competitive bidding process; contract laws; mainframe and PC computer applications.

Ability to:  plan and develop a written annual program of activities and accomplishments; maintain a public relations program through group presentations.

HIGHWAY CIVIL RIGHTS ASSISTANT COORDINATOR  (continued)

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

Knowledge of:  general knowledge of various facets of contract administration; civil rights laws.

Ability to:  deal with contractors; effectively communicate orally and in writing; present information to groups or individuals; work independently on multiple projects.

Skill in:  Mainframe and PC computer applications (such as Microsoft Word and Excel).

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.)

Any combination of training and/or experience that will enable the incumbent to process the required knowledge, skills, and abilities.  A general qualification guideline for positions in this class is post high school coursework/training in business administration, management, social sciences, or related field.

