STATE OF NEBRASKA
CLASS CODE:
E51310

CLASS SPECIFICATION
SALARY GRADE:
272

EST: 03/83 - REV: 08/97
OVERTIME STATUS:
N
ENERGY PROGRAM ADMINISTRATOR

DESCRIPTION:  This is managerial work assisting the Division Chief in planning, implementing, and administering all activities of the Energy Grant Programs.  Employees in this class work under limited supervision coordinating the work of subordinates involved with developing and implementing energy conservation programs; 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.)

Assists in the formulation and administration of guidelines and procedures for allocation of state funds provided in a grant program.

Assists in the development and administration of a state plan for allocation of federal grant monies provided in a grant program.

Assists in the coordination, planning, and promoting of state and federal grant programs such as the Nebraska School Weatherization Program and the Institutional Conservation Program.

Responsible for keeping abreast of any additions, deletions, or modifications in federal guidelines for grant programs.

Responsible for informing superiors and program participants of key dates, deadlines, timetables and other applicable information that will provide for optimum implementation of grant programs.

Responsible for interpreting federal mandates as applied to grant programs and suggests future courses of action based on the mandates.

Provides technical help and program information to program participants.

Conducts on-site monitoring visits to grant recipients.

Interprets program policies and guidelines for program participants.

Assists in collecting, preparing and entering energy data into the computer; analyzes statistical data obtained through the grants program.

Maintains frequent contact with recipients of state and federal grants.

Acts as liaison with Federal Department of Energy on grant related matters.

Coordinates and supervises the activities of the State Buildings Energy Audits

program.

Maintains day-to-day contact with administrators of state-owned facilities in the scheduling and coordination of energy audits.

Responsible for direct supervision of energy audit staff.

ENERGY PROGRAM ADMINISTRATOR (continued)

May perform state building audits as necessary.

Assists in conducting workshops and seminars for promoting division programs.

Appears before groups to disseminate program information through public speaking and answering questions.

Assists in writing quarterly, semi-annual, and annual reports by summarizing statistics and program activities.

Conducts in-house financial review of state and federal grantees.

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

Knowledge of:  federal and state procedures and operations; building structures and operations.

Ability to:  gather, document, analyze, and report on large quantities of data; contribute new ideas for programs.

Skill in:  planning, scheduling, and research.

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

Knowledge of:  data evaluation and statistics; budget and bookkeeping procedures.

Ability to:  communicate orally and in writing; work effectively with others; present new ideas to a wide variety of people and groups.

Skill in:  promoting and supporting technical programs; composition, public speaking, and human resources management.
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.)

High school education or equivalent plus four years experience in building construction management, building management, or government grants management or a Bachelor's degree in management, engineering, public administration or related field plus two years of experience in building construction management, building management, or government grants writing.

