STATE OF NEBRASKA
CLASS CODE:
G39220

CLASS SPECIFICATION
SALARY GRADE:
18

EST:  5/2002
OVERTIME:  
E
ASSISTANT DIRECTOR FOR PROGRAM DEVELOPMENT

DESCRIPTION:  Under administrative direction, has oversight of all programmatic functions, strategic and long range planning, grant funding and marketing for the agency.  Is member of executive management team with agency Director and Deputy Director and has equal input on capital project planning, agency budget/expenditures, and high level decisions which affect the livelihood of agency; may perform other 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.)

Provides oversight for all programmatic functions within agency (i.e. museum division, library division, etc.) and sets priorities for the administration and implementation of programs, projects, or functions; serves as program coordinator/contact for Associate Directors of all divisions within the agency.

Coordinates the development and implementation of strategic and long range agency planning.

In cooperation with agency Director and Deputy, has budgetary oversight and capital project planning/expenditures for agency.

Develops rules, regulations, policies and statutes related to agency operations. 

Function as the technical expert regarding compliance and interpretation of statutes affecting agency; drafts statutory and policy changes and relates information to agency personnel, and directs compliance.

Serves as the liaison for agency with state legislature and the Nebraska State Historical Society Foundation.

Responsible for establishing program reviews and evaluations throughout the agency, ensuring any necessary changes/corrections are carried out.

Oversees grant writing for large number of outside fund requests and supervises the administration and implementation of grant funded projects.

Ensures specific agency standards are established and met in order to retain National accreditation. 

Acts as signature authority in agency Director and Deputy Director’s absence.

Directs the development and dissemination of all historical information and interpretation from the agency; clears all press releases and communications that will be in print, broadcast or some other form of media.

Develops annual reports and cost analysis to determine project effectiveness, prepare/draft budget modifications and recommendations that will direct function of the division/agency.

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

Knowledge of:  resources and the mission of the Nebraska State Historical Society; Nebraska government organizations, internal agency programs and funding sources.  

Ability to perform mid to upper level data analysis including the ability to coordinate, strategize, systemize and correlate, while using discretion in determining the time, place and sequence of operations within an organizational framework, and to oversee their execution.  Ability to analyze and categorize data and information using established criteria, to determine consequences and identify and select alternatives; will oversee the execution of decisions.  

Must be able to understand the agency mission, represent the agency’s interests in a variety of settings, formulate and implement policies, procedure and guidelines, oversee work teams/divisions and evaluate programmatic functions, and establish short and long range plans.

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

Knowledge of Nebraska history, funding and budgeting systems, general business operations, programmatic and staff management techniques.  

Ability to make broad scope decisions without prior direction, negotiate, provide directive to management staff, handle complex agency problems/issues.  Able to exercise the judgment, decisiveness and creativity required in situations involving the direction, control and planning of an entire program or multiple programs.  

Must have excellent communication/presentation skills (both oral and in writing), and utilize a variety of advisory and design data and information such as high-tech manuals, accounting methods, historic preservation and educational curricula.

JOB PREPARATION GUIDELINES:  (Entry knowledge, skills and/or abilities may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Post high school educations with emphasis in museum studies, history, anthropology, or related field plus experience in public administration, fund development and general business practices; post secondary degree desired.  Sufficient skill to demonstrate required entry knowledge, skills and abilities. 

