STATE OF NEBRASKA
CLASS CODE:
G47510

CLASS SPECIFICATION
SALARY GRADE:
18

EST: 07/86 - REV: 10/97
OVERTIME STATUS:
E
AGRICULTURE WEIGHTS AND MEASURES DIVISION ADMINISTRATOR

DESCRIPTION:  Under general direction is responsible for the administration of the Weights and Measures Division in the State Department of Agriculture. Incumbent administers and implements rules, policies, and procedures to ensure consumer and industry protection within an assigned area of responsibility; 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.)

Develops and maintains policies for the Weights and Measures Division.

Responsible for supervision, training and evaluation of performance for weights and measures employees and delegation of responsibility to achieve objectives of the Division.

Prepares and administers the budget for the weights and measures division and seeks out sources of federal funding for these programs.

Maintains communication with the private and business sectors relating to major policies concerning weights and measures.

Answers questions and interprets laws, rules and regulations and benefits to employees and supervisors; drafts and revises agency policies, writes memos or conducts training for staff.

Evaluates equipment requirements and approves purchases.

Monitors staffing levels, prepares organizational charts, activity and statistical reports.

Monitors legislation impacting the Division and testify at legislative hearings.

May represent the agency at various meetings, seminars, etc.

Prepares and administers the budget for the Weights and Measures Division.

AGRICULTURE WEIGHTS AND MEASURES DIVISION ADMINISTRATOR (continued)

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 scope and impact of the operations and activities directed and their relationship with programs and units within the agency; the organizational structure, functions, policies, and standards of the agency; source material and guidelines for resolving problems not covered by precedent or established policies of the agency; the organizational structure, functional relationships, and administrative processes of the executive and legislative branches of state government; the federal and state laws and administrative regulations that govern the operations directed.

Ability to:  understand and support management policies and procedures that impact on established short and long term goals; develop and evaluate options and plans of administrative action for solving organizational and operational problems; coordinate administrative/program operations and activities; develop and implement program objectives and performance goals; assess staff progress toward achievement of program objectives and adherence with program standards.

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

Knowledge of:  mechanical and electronic equipment used in the Weights and Measures field; the principles of management and public administration; the purposes, functions, policies, governing laws and regulations of the Weights and Measures Division; personnel practices, procedures and concepts; State Personnel rules and regulations, basic job functions and organization of the agency, State benefit program and personnel/payroll forms and procedures.  The principles and practices of administration including planning, organizing, staffing, and budgeting; the techniques of program research, planning, and evaluation.

Ability to:  plan, organize, and assign the work of supervisors and managers; apply administrative principles and practices to the operations directed; train and evaluate supervisors and staff based upon their capabilities and performance; communicate effectively with persons representing divergent backgrounds, interests, and viewpoints to exchange administrative/program information and to explain agency operations and management decisions; prepare administrative, legislative, and program reports and recommendations; analyze the critical elements of an operational problem pertinent to the planning and directing of administrative/program activities.

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 post-secondary education/training in the area of physical sciences and in business management plus five years experience in the field of weights and measures.  Two of the five years experience must be in a supervisory position.

