STATE OF NEBRASKA
CLASS CODE:
G69750

CLASS SPECIFICATION
SALARY GRADE:
19

EST: 06/69 - REV: 10/86
OVERTIME STATUS:
E
UNEMPLOYMENT INSURANCE BENEFITS ADMINISTRATOR

DESCRIPTION:   Under general direction, administers and manages the Nebraska Unemployment Insurance benefit program in accordance to the Nebraska Employment Security Law and Federal regulations and guidelines.  Directs the operation of the Administrative Benefit Section and the seven Area Claim Centers; 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.)

Confers with the Director of Unemployment Insurance pertaining to operation and policy, work activities and problem areas concerning the Administrative Benefit Section, Interstate Unit and the seven Area Claim Centers.

Evaluates statistical reports, quality appraisals, validation studies, and staffing with the Field Supervisors, and recommends appropriate action when necessary.

Consults and coordinates the Unemployment Insurance payment program with other Division Chiefs such as Data Processing, Research & Statistics, Job Service and Personnel to facilitate inter-departmental operations.

Communicates both orally and in writing with public employer groups concerning the Unemployment Insurance programs and responds to complaints and problems received by telephone or letter from claimants and employers.

Directs the charging of Unemployment Insurance benefits to the correct employer accounts so that employers and claimants rights are protected under statutes.

Prepares new and revised manuals, instructions, and program letters.

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

Knowledge of:  Nebraska Security Law and its application; federal regulations and guidelines; agency missions, goals and objectives.

Ability to:  manage subordinate staff; administer policies and regulations pertinent to Unemployment Insurance programs; analyze records and documents to ensure compliance and to recommend appropriate action when necessary.

UNEMPLOYMENT INSURANCE BENEFITS 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:  job evaluation principles and practices; principles and practices of business administration as applied to governmental operations; communication techniques; program analysis/evaluation techniques.

Ability to:  interact with diverse groups and individuals to exchange information, ideas, and viewpoints; interpret and understand policies, regulations, and procedures pertinent to Unemployment Insurance programs; communicate both orally and in writing with agency staff, employers and employees; cope with frustrating situations on a day-to-day basis.

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 education with an emphasis in any one of the following areas: economics, or public or business administration/management.

OR

Managerial or administrative experience in a human resource agency, organization, or program.

