STATE OF NEBRASKA
CLASS CODE:
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CLASS SPECIFICATION
SALARY GRADE:
17

EST: 11/85 - REV: 10/00
OVERTIME STATUS:
E
REGIONAL TEAMS COORDINATOR

DESCRIPTION:  Under administrative direction plans and coordinates the operation of the Industry Recruitment Division; the management of the support staff; formulates and maintains the policy relationship of the Industry Recruitment Division; 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, assigns, and directs the work activities of subordinate audit staff to attain work goals and to ensure consistent application of administrative and program policies, procedures, and standards.

Confers with and advises subordinate staff to exchange information on and/or explain audit policies and procedures, work policies, procedures, and standards, to identify the type and impact of work problems, and to formulate possible solutions to work problems.

Compares work performance of subordinate staff with established standards to determine the quality and quantity of the employee's work, to recommend personnel actions such as appointments, promotions, disciplinary actions, grievance dispositions, status changes, and separations to agency management staff, to identify employee training needs, and to improve employee work performance and enhance career advancement potential.

Trains subordinate staff in the policies and procedures of Industry Recruitment to maintain and improve the performance levels of employees through exposure to job knowledges and abilities necessary to perform the work in accordance with established performance standards.

Analyzes and reviews operating practices and management methods to improve work flow, simplify reporting procedures, and implement cost reductions.

Coordinates the programs and organizational operations directed with other programs or units inside and outside the agency to facilitate carrying out management policies and to attain agency goals and objectives.

Monitors  the preparation of budgetary proposals and program budgets and the estimation of staffing needs to determine and allocate the staff, equipment, facilities, and other resources necessary to accomplish program responsibilities.

Presents information at public meetings, legislative or administrative hearings, or meetings with other agencies or groups, to explain agency goals, specific program plans, and resource allocation/funding decisions and/or to represent the agency for the agency director.

Decides on the appointment, evaluation of performance, and other personnel actions for subordinate employees, to recommend appropriate compensation or discipline.

REGIONAL TEAMS COORDINATOR (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 Industry Recruitment Division and its relationship with other divisions in the department; the organizational structure, functions, rules, policies, and standards of the agency and the Industry Recruitment Division; the organizational structure, functional relationships and administrative processes of the executive and legislative branches of state government.

Ability to:  understand and advocate management decisions, policies, and procedures that impact on established and long-term goals.

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

Knowledge of:  the principles, practices and procedures of Industry Recruitment.

Ability to:  plan, organize and assign the work of subordinates and subordinate supervisors; evaluate subordinates and subordinate supervisors based upon their capabilities and performance; communicate orally and in writing; develop and evaluate policy options and plans of administrative action for solving 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 unit objectives and adherence with unit standards.

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:  business or public administration.

