LIBRARY COMMISSION PLANNING AND DATA SERVICES COORDINATOR (continued)

STATE OF NEBRASKA
CLASS CODE:    K37140


CLASS SPECIFICATION
SALARY GRADE:      15


EST:  1/04  
OVERTIME STATUS: N


LIBRARY COMMISSION PLANNING AND DATA SERVICES COORDINATOR

DESCRIPTION:  Under administrative direction, provides specialized support in designing, facilitating and documenting agency-wide and program specific strategic, action and business planning and analysis.  Provides direct professional support to the Library Commission Director. Administers, facilitates and designs system-wide planning and evaluation processes. 

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.)

Consults with the Library Commission Director, other agency staff and other organizational representatives to identify effective and efficient strategies to move initiatives from conceptualization through planning, development and implementation.

Designs, facilitates and documents agency-wide planning and other decision making processes including agency-wide strategic planning and program evaluation.

Organizes group planning activities.  

Consults and advises agency staff on the collaborative process designs it is using, including how the process designs can be improved and the available technologies that are best suited to agency goals.

Coordinates agency data collection and compilation activities; uses appropriate and effective data collection and reporting resources; participates in national data collection and reporting activities, 

Administers the public library accreditation and state aid to public libraries programs, including research and recommendations for process and program revisions and implementation. 

Coordinates the preparation of the Library Services and Technology Act (LSTA) state program plans; compiles information for program reporting; and administers LSTA sub-grant program.

Synthesizes developments in academic and professional literature to make essential knowledge and skills accessible through customized training curricula to meet specific needs of groups and individuals.

Research topics, procedures and issues as requested by agency administrators.

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

Knowledge of: the mission, rules, policies and procedures of the Library Commission; state and federal statutes and regulations governing the operations and functions of the Library Commission; the programs, services, facilities, and budget of the Library Commission.

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

Knowledge of:  planning and evaluation methods and technology; research design and analysis; and library and information science.  

Skill in:  planning methodologies; project management; research design and analysis; program design and evaluation; policy analysis; written and oral communication; public speaking; meeting planning and facilitation; the analysis and interpretation of data; basic computer applications (word processing, e-mail, internet, database and spreadsheet); interpretation and application of research results; and development of proposals.

Ability to:  conceptualize; lead planning efforts; develop program and project plans; recognize and analyze trends and critical elements in data pertinent to identify a problem and possible solutions; coordinate agency-wide processes; communicate effectively in writing and orally with a variety of groups; analyze policy options and make recommendations; work independently with minimal supervision; work with agency customers, public officials, and the general public; synthesize and summarize complex and complicated data and information; collect and apply relevant data and information; develop and refine conceptual frameworks for understanding and addressing planning, program and policy issues; and solicit, summarize and apply input from a variety of constituent groups/individuals.

JOB PREPARATION GUIDELINES:  (Entry knowledge, skills and abilities may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

A combination of education/training and experience that will enable the incumbent to possess the required knowledge, skills and abilities.  A qualification requirement is a master’s degree in library science from an American Library Association accredited library and information studies program,  plus previous experience in a professional or administrative level position, planning, and policy analysis. Knowledge of national data collection and reporting requirements and recommendations. Knowledge of federal LSTA and IMLS policies and procedures as related to Library Commission activities. 
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