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N
FORMS MANAGEMENT ANALYST

DESCRIPTION:  This is professional work responsible for analysis and design of forms for agencies.  Incumbents do graphic design, create new forms, evaluate of existing forms and train agency representatives in order to ensure compliance with the objectives of the agencies forms management program.

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.)

Maintains a central cross-index of forms to facilitate the standardization of such forms, to eliminate redundant forms, and to provide a central source of form usage and availability information.

Reviews, revises and/or eliminates (when and where) expedient all forms, surveys and other documents.

Establishes and maintains methods and uniform procedures for applying management style practices and control criteria to all forms.

Assists in establishing internal control procedures to prevent the undue creation and reproduction of forms.

Obtains information from agency administrators and managers regarding purpose design, layout and composition and analysis of required forms.

Prepares written specifications and other instructions as may be required for forms printed commercially or in-house.

Maintains records and forms data to facilitate the periodic evaluation and analyzation of the forms management program.

Prepares art work for publications, charts, graphs and forms.

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

Knowledge of:  policies, procedures and form standards for various agencies; various reprographic processes; forms design principles and equipment; graphic functions including the preparation of camera-ready copy; Nebraska state governmental functions, organization and information requirements.

Ability to:  communicate both orally and in writing with others; formulate original ideas concerning forms design; develop and write forms specifications; work with a wide range of people from agency administrators to artists and the public.

FORMS MANAGEMENT ANALYST (continued)

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

Knowledge of:  graphic functions and various art processes; forms design principles and equipment.

Ability to:  produce original ideas; understand and interpret oral and written instructions, policies and guidelines; maintain accurate records; interpret, analyze and organize oral and written information;   exchange  information and too establish  and maintain  work relationships.

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 coursework in Graphic Arts or Drafting plus two to three years of related work experience.

