STATE OF NEBRASKA
CLASS CODE:
G62590

CLASS SPECIFICATION
SALARY GRADE:
18

EST:  02/95 - REV:  11/97
OVERTIME STATUS:
E
REGULATORY COMPLIANCE/INVESTIGATIONS SERVICE ADMINISTRATOR

DESCRIPTION:  Under administrative direction, supervises, directs, coordinates, and manages administrative and technical operations, and activities of the division; conducts investigations of complaints and allegations of non-compliance of regulations in professional, EMS, and facility licenses and credentials, WIC retailers and toy safety; identifies needs and allocates resources within the division; sets and communicates goals and objectives for the division; Performs other related duties 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.)

Manages the development and implementation of program specific procedures to provide consistency in the divisions operations.

Manages the development of specific investigatory guidelines, procedures, and standards for handling complaints and allegations of noncompliance of regulations.

Supervises division staff.

Coordinates the publishing of rules with the Information and Regulation Development Services Administrator.

Provides resources for investigatory training for staff.

Manages the development, implementation, and monitoring of the division budget, including projecting revenues, approving expenditures, reviewing budget status and coordinating applications for Federal and State funding.

Participates in agency-wide, Service, and/or Division activities as required.

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

Ability to:  apply principles of due process; prioritize and manage complex schedules to assure investigations are completed in accordance with requirements; maintain confidential information; ensure appropriate handling of evidence; interact and communicate with persons with varied knowledge and background in investigations; interpret evidence and make recommendations based on that interpretation; assess staff progress toward achievement of program objectives and adherence with program standards; understand and support management policies and procedures; develop and implement program objectives and performance goals; coordinate administrative and program operations and activities; propose, interpret and apply statutes; apply the principles and practices of administration to government operations; coordinate activities with professional groups and advisory committees.

REGULATORY COMPLIANCE/INVESTIGATIONS SERVICE 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:  the principles and practices of administration including planning, organizing, staffing, supervising, and budgeting; the general techniques of program planning and evaluation; techniques and practices of public relations.

Ability to:  present information to groups and individuals by effectively communicating verbally and in writing with persons representing divergent backgrounds, interests, and viewpoints; persuade others to adopt proposals; interpret Federal and State guidelines and integrate these guidelines with program requirements; apply statutes, regulations, policies and procedures; plan, organize and assign work to staff; apply administrative practices and principles; interpret and apply legislation and administrative directives; appraise diversified situations and formulate decisions, recommendations, plans, and policies; train and evaluate staff.

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 work experience that will enable the individual to possess the required knowledge, abilities and skills.  A general qualification guideline would include coursework/training in public administration or health sciences and professional or managerial experience in an agency or organization, including responsibility for planning, implementing, budgeting, monitoring, evaluating, and/or marketing a program or service.  Prefer Bachelors degree in related field.

