STATE OF NEBRASKA
CLASS CODE:
V03220
CLASS SPECIFICATION
SALARY GRADE:
10
EST: 10/70 - REV: 05/05
OVERTIME STATUS:
E
STATE MAIL/SUPPLY SERVICES SUPERVISOR
DESCRIPTION:  Under general supervision, supervises a large number of assigned staff and performs administrative work for various central services units.  The work involves planning, establishing, and maintaining procedures for delivery, storage, and distribution services of the assigned units, compiling and analyzing data, and communicating policies to customers or the public; 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.)

Plans, schedules, distributes, and guides the work of assigned staff in accordance with work flow or priority requirements to ensure accomplishment of work unit objectives.
Monitors, reviews, and reports on the performance of assigned staff to determine consistency to established time and quality service standards and document and communicate employee production levels and training needs.

Trains assigned staff in job tasks, practices, and procedures for operating equipment to improve employee performance and to ensure quality customer service.
Prepares operational analyses and administrative reports on costs, work flow and production, staff attendance and overtime, and vehicle and equipment capabilities, usage, and malfunctions to document activities and needs for billing, budgeting, staffing, and equipment purposes.
Evaluates employment information and administrative records relative to applicants, staff, or equipment to identify worker characteristics and operational needs and make recommendations.
Coordinates the processing and inter-office mail distribution and material shipping and receiving operations to ensure effective movement of incoming/outgoing mail, shipments, and supplies to and from a central distribution point.

Reviews the distribution and use of equipment, staff, and allotted funds to ensure proper and effective administration of work units directed.

Inspects, operates, and adjusts equipment, such as high volume computer controlled mail processing or other equipment, to ensure customer service needs of State agencies are met.

Reviews and maintains billing and leasing data, administrative records, and data bases and files on customers, orders, and complaints to ensure proper assignment of rates and costs and quality customer service, and contractual requirements are met.

Explains the goals of management and the services available at various meetings and through informational or training materials.

CENTRAL MAIL/SUPPLY SERVICES SUPERVISOR (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:  agency policies, manuals, and procedures applicable to the various functions directed; state accounting, billing, and item tracking procedures; supervisory practices; quality and cost control techniques.

Ability to:  supervise assigned staff including defining goals and required results; instruct others in the operation of manual and automated/computer controlled equipment used to process mail and material; coordinate the operations and resources of a mail service and material processing function; determine the usefulness of work practices and equipment and recommend alternatives.

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

Knowledge of:  basic mail and material shipping and receiving regulations and practices; operation and maintenance of high volume automated/computer controlled processing equipment including mail postage and material handling equipment.
Ability to:  operate various processing equipment and vehicles used; perform minor maintenance and repair of service equipment; communicate orally and in writing with customers, vendors, and all levels of management to exchange information and identify solutions to problems; compile, calculate, and analyze various kinds of data; keep complete and accurate work records and logs.
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 education, training and/or experience that enables an applicant to possess the required knowledge, abilities, and skills.  A general qualification guideline for this class is a high school education and work experience with automated/computerized mail, materiel processing or similar equipment plus one year experience in leading other workers or coordinating operations of a work unit.
SPECIAL NOTE
Specific positions in this class may require an employee to possess a valid Nebraska’s drivers license or provide a substitute licensed driver.

Ability to organize and produce acceptable work on short notice and under pressure of a deadline.

