STATE OF NEBRASKA
CLASS CODE:
G29700

CLASS SPECIFICATION
SALARY GRADE:
20

EST:  06/91 - REV:  12/98
OVERTIME STATUS:
E
FINANCE AND MANAGEMENT SERVICES ADMINISTRATOR

DESCRIPTION:  Under administrative direction, administers the Finance and Research Divisions and supervises subordinate managers.  Plans, organizes, coordinates, directs, controls and evaluates the divisions' total programs and services.  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.)

Plans, formulates and/or modifies administrative practices for the Research and Finance Divisions to promote equitable management of human, financial, and other resources.

Directs implementation of administrative control systems to obtain the necessary information and financial data required in the decision making, budgeting, and planning processes.

Confers with and advises administrators and executive management to exchange information on and/or explain agency objectives and policy to identify the characteristics and impact of work problems and formulate solutions.

Coordinates the implementation of research and finance areas with other administrators where there are overlapping relationships.

Evaluates and determines disposition of new and/or revised rules or procedures recommended by agency staff or representatives of other organizations to assess the impact of the proposals on the administrative and/or program systems and to ensure each proposal responds to agency needs and is consistent with state and/or federal laws.

Controls and coordinates the direction of the finance and research functions over long-range planning periods to meet agency goals, to ensure adherence to executive directions, state and federal laws, and regulations and to maximize the integration and delivery of services.

Evaluates the performance of division management by measuring results against established goals.

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

Knowledge of:  the principles and practices of administration including planning, organizing, staff, budgeting, and controlling; Personnel management practices; the principles and techniques of research and statistics, the principles of accounting and finance; the trends, techniques, and methods as they relate to analyzing and resolving problems and issues which impact agency operation.

Ability to:  motivate, coordinate, and direct the work of subordinate professional staff; understand and support management goals as they affect short and long range objectives; analyze organizational and operational problems and develop timely and economical solutions; represent the agency and its programs within and outside the organization to gain support for agency goals and objectives; apply the principles, techniques, and concepts of administration in meeting the operating needs of the agency; interpret and apply state and federal laws, rules, policies, standards and legal decisions to the operations of the Department of Revenue.

FINANCE AND MANAGEMENT SERVICES ADMINISTRATOR  (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:  Revenue programs, organizational structure, functions, policies, procedures, communication channels, and objectives as they relate to finance and research; the scope and impact of budgeting and research and its interrelationship with other divisions of the agency; the federal and state laws and administrative regulations that govern state agencies; the techniques of planning and evaluation; generally accepted accounting and auditing practices.

Ability to:  understand and advocate administrative management policies; assess the effectiveness and correctness of management programs, develop and evaluate proposals of administrative action for solving operational and technical problems; implement objectives and performance goals and assess staff progress for achievement of objectives and adherence to standards; interact with and gain the cooperation of supervisors, other employees, and the public to maintain an effective working relationship.

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/training in:  accounting and business administration, public administration, financial administration, program evaluation, organization/management analysis, or law.

Experience in:  research, procurement, budgeting and accounting with primary responsibility for:  program planning, workload assignment, budget preparation and implementation, employee performance evaluations and program analysis or evaluation.

