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STATE OF NEBRASKA CLASS CODE:   G78420 
CLASS SPECIFICATION 
EST:  03/95 - REV:  10/11 
 

HEALTH MANAGEMENT SYSTEMS ADMINISTRATOR 
 
DESCRIPTION:  Under general direction of the Operations Executive, manages the evaluation of the 
performance of specific agency wide activities necessary to implement agency missions and goals.  
Performs other duties as assigned. 
 
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.) 
 
Assigns and coordinates the work of strategic planning teams. 
 
Coordinates and monitors the implementation of strategic plans. 
 
Reviews and makes recommendations to changes in the strategic planning process. 
 
Plans future budgetary needs of the agency. 
 
Coordinates the preparation of the agency budget. 
 
Coordinates and monitors budget allocations. 
 
Develops and manages the agency's grant approval process. 
 
Evaluates agency funding and allocation priorities and recommends changes. 
 
Monitors agency performance accountability systems and recommends changes. 
 
Develops and monitors agency coordination processes to ensure continuity of activities. 
 
Coordinates and directs agency teams reviewing operational practices and procedures and makes 
recommendations for changes. 
 
Reviews the operations of specific areas to ensure coordination, improve work flow, and reduce cost. 
 
Advises agency director and operations executive regarding agency operations, budget, planning, and 
policy issues. 
 
Guides the work of the policy committee in developing health policies for the agency. 
 
Develops and implements processes to enhance the communication of agency policies and procedures 
that are consistent with their internal application. 
 
Administers the credentialing review of programs to ensure compliance with statutes and consistency 
with the internal application of policies. 
 
Implements, manages, monitors, and evaluates the Community Services Act. 
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Plans, develops, and implements agency-wide systems with assistance from appropriate services and 
divisions. 
 
Confers with service directors and division directors to solve agency-wide problems and resolve issues of 
resource allocations and coordination. 
 
Supervises professional and/or professional staff. 
 
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 managed and their relationship with programs, 
units, and organizations inside and outside the agency; the organizational structure, functions, policies, 
and standards of the agency; current employment practices; State and federal budget systems; public 
health; the legislative process; agency programs; the organizational structure, functional relationships, 
and administrative processes of the executive legislative, and judicial branches of State government; the 
scope and impact of the agency and its interrelationships with other agencies. 
 
Ability to:  interpret and apply State and federal laws, rules, policies, and standards and legal decisions to 
the operations of the agency; provide support to agency management by implementing policies and 
procedures designed to accomplish the agency's mission and goals and by monitoring, coordinating, and 
evaluating the policies and procedures; communicate effectively with agency management, the public, 
other State agencies, State officers, and the Legislature; apply administrative principles and practices to 
the management of public health programs; interpret the effects of State and/or federal legislation and/or 
fiscal actions on personnel and material resources pertinent to health care delivery systems; plan, 
formulate, execute, and evaluate programs and policies; evaluate policy options and plans of 
administrative action as solutions to agency-wide issues and problems and advise top management as to 
optimal courses of action. 
 
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, and 
budgeting; the techniques of policy/program research, planning, and evaluation; State and federal laws 
and administrative regulations that govern the operations managed; current techniques and practices of 
group dynamics and human relations. 
 
Ability to:  analyze organizational and operational problems and develop timely, economical, and 
effective solutions; apply administrative and management principles and practices to the operations 
managed; communicate orally and in writing with persons representing divergent backgrounds, interests, 
and viewpoints to exchange administrative/program information and to promote agency operations and 
management decisions; analyze the critical elements of an operational problem pertinent to the planning 
and directing of agency operations and activities; develop and evaluate policy options and plans of 
administrative action for solving organizational and operational problems; coordinate 
administrative/program operations and activities; develop and implement objectives and performance 
goals; make presentations on behalf of the agency to other State agencies, State officers, and outside 
groups; comprehend and discuss agency problems with State officers and the Legislature; deal effectively 
with others; communicate effectively with other State agencies, agency managers, the public, the 
Governor, and the Legislature. 
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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 individual to demonstrate possession 
of the required knowledge, abilities, and skills.  A general qualification for this position is a Masters 
degree in business administration, public administration, or related field plus five year's experience in an 
administrative or managerial capacity in a public agency.  Specific experience should include budget 
preparation and implementation, program management, program analysis/evaluation, policy development 
and implementation, operations analysis, and/or public health administration. 


