STATE OF NEBRASKA
CLASS CODE:
G72650
CLASS SPECIFICATION
SALARY GRADE:
17
EST: 02/82 - REV: 05/02
OVERTIME STATUS:
E
VISUALLY IMPAIRED SERVICES ASSISTANT DIRECTOR

DESCRIPTION:   Manages a state wide program of rehabilitation services or independent living services for the blind and visually impaired.  Responsible to supervise Vocational Rehabilitation Supervisors, function as a consultant for unusual and difficult cases, represent the Commission to external bodies and employers, monitor expenditures, develop and implement Commission policies and procedures, evaluate program effectiveness, and prepare various program reports.  Receives general direction from the Commission director.

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.)

Supervision of Commission Vocational Rehabilitation Supervisors and other staff to include work direction and review, training, selection, performance evaluation, counseling and discipline, grievance resolution and recommendation of promotions and compensation.
Direct program of vocational rehabilitation/independent living skills for visually impaired, review and approve individual client cases for conformity with law, regulation and policy.  Provide consultation to Supervisors and other staff in the development and implementation of unusual and complex services and plans.
Collect, analyze, and interpret data to assess program efficiency and trends.  Conduct consumer satisfaction surveys and program evaluations.  Plan strategies to maximize the integration and delivery of services.  Analyze and review organizational practices and procedures to improve work flow and implement cost reductions.  Develop new projects and programs.

Develop and implement Commission policies and procedures regarding the vocational rehabilitation and independent living skills programs.   Develop and revise Commission manuals.

Liaison with private sector employers, private and public organizations and boards, schools, and community interest groups to explain the Commission’s role and programs, identify and address client and community needs, and employment objectives, and develop new programs and/or services.  Serve as a liaison with federal, state, and local officials concerning Commission programs and services.

Write and submit grant applications for funding and monitor sub-grants awarded to consumer organizations.

Assist in the development, monitoring, and administration of the Commission’s budget.

Coordinate the Social Security Reimbursement claim process.

Confer with the Commission Director, other administrators, supervisors, and managers to discuss and solve Commission wide problems and other issues that impair the effectiveness and efficiency of programs and operations.

VISUALLY IMPAIRED SERVICES ASSISTANT DIRECTOR (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 Social Security Reinvestment Claim manual; Nebraska manuals for Vocational Rehabilitation and Independent Living Skills; Education Department General Accounting Regulations; and Nebraska personnel and labor relations policies and procedures.

Ability to:  perform data analysis including the ability to coordinate, strategize, systematize, and correlate, using discretion in determining time, place, and/or sequence of operations; manage and direct a large group of geographically dispersed employees, including first line supervisors; exercise the judgment, decisiveness and creativity required in situations involving the direction, control, and planning of an entire program; effectively work with a wide variety of public officials, employers, rehabilitation officials, and consumer and other interest groups.

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 Federal Rehabilitation Act; State and Commission rehabilitation regulations; vocational rehabilitation/independent living skills counseling methods and techniques, and federal grant procedures.
Ability to:  perform program analysis, including the ability to audit, deduce, assess conclude and appraise; develop alternatives and solutions to changing program environments and to exercise judgment, decisiveness, and creativity required in situations involving the direction, control, and planning of a vocational rehabilitation program; provide first line supervision, to persuade, convince and train others and to advise and interpret the application of policies, procedures and standards; apply principles of influence systems such as supervision, managing, leading, teaching, directing, planning coordinating, and controlling; utilize reference, descriptive, consulting, medical, design, and advisory data and information; develop, monitor and administer a budget; effectively work with a wide variety of clients, officials, employers, and vocational interest groups.
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.)

Master’s Degree from an accredited school in Public Administration, Behavioral Science, Rehabilitation Counseling or Vocational Rehabilitation and at least five years of experience in a human service program, preferably one for the visually impaired and blind.  At least one of the five years at a supervisory level..

