STATE OF NEBRASKA
CLASS CODE:
A57411

CLASS SPECIFICATION
SALARY GRADE:
351

EST: 03/97 - REV:  06/97
OVERTIME STATUS:
N
HIGHWAY AGREEMENTS TECHNICIAN

DESCRIPTION:  Under general supervision processes agreements for execution by management; enters agreement data into agreement data system and monitors data system; processes payments for consultant projects; 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.)

Codes incoming agreements from divisions in the department for entry into the computer.  Recommends procedures and standards as to agreement authorization and signing; circulates agreements for execution by management.

Monitors and maintains a daily log of all agreements from beginning through the final distribution; distributes to proper individuals, cities, and consultants following execution.

Requests federal approval of agreements as required.

Maintains filing system of all original agreements; prepares agreements and files for microfilming.

Processes payments to outside consulting firms.

Prepares consultant packets for selection committee.

Assists the Agreements Engineer as requested.

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

Knowledge of:  department and work performed by each division; agreement language and makeup and payment methods for various consultant projects.

Ability to:  utilize programs for the agreement monitoring system and computer programs for consultant payments; utilize the agreement monitoring system to prepare reports.

Skills in:  use and care of assigned equipment.

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

Knowledge of:  accounting principles; basic computer usage.

Ability to:  prepare mathematical calculations with the aid of a calculator.

Skills in:  organizing work.

HIGHWAY AGREEMENTS TECHNICIAN (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.)

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, abilities and skills.  A general  qualification guideline for positions in this class is high school education or equivalent AND additional education or experience in business and/or accounting.

