STATE OF NEBRASKA
CLASS CODE:
V11630
CLASS SPECIFICATION
SALARY GRADE:
15

EST: 11/94 - REV: 05/02
OVERTIME STATUS:
E
LAW ENFORCEMENT DEPUTY DIRECTOR/ADMINISTRATION

DESCRIPTION:  Under administrative direction of the Director of the Law Enforcement Training Center; directly responsible for ensuring the safe, efficient, and effective administrative functioning of the Training Center as it relates to personnel, facility issues, business and building operations; supervises Training Center Staff including Deputy Director/Training in Director's absence; 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.)

Coordinates, supervises, and evaluates the clerical staff, maintenance, and contract custodial employees and the food service function.

Schedules, plans and coordinates student registration and records and other agency use of the facility.

Manages the ordering, issuance, and inventory of all classroom supplies, building supplies and all State equipment assigned to the Training Center.

Arranges and evaluates contracts for building maintenance services and groundskeeping services.

Writes and coordinates business contracts for the training center.

Budgets for academic courses and procurement of federal funds in compliance with state and federal laws.

Writes and implements policies and procedures regarding business areas of the training center.

Instructs law enforcement, corrections, and specialized training courses, as necessary.

Attends training or education sessions and may represent the agency at conferences.

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

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

Knowledge of:  state and federal laws, policies, and procedures governing the Law Enforcement Training Center; current law enforcement trends and developments; budgeting, bidding and grant process; principles of teaching, instruction, and curriculum development; principles of supervision and administration.

Ability to:  exercise judgment and discretion in interpreting departmental policies and procedures; establish working relations with law enforcement training personnel; make independent decisions; coordinate a large staff; express ideas effectively, orally and in writing; maintain essential records and files; develop and modify curriculums and training materials; supervise instructors; supervise and implement a variety of administrative functions.

LAW ENFORCEMENT DEPUTY DIRECTOR/ADMINISTRATION (continued)

Skill in:  oral presentation; supervising personnel.

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 incumbent to perform the duties required.  A general qualification guideline for this position is a bachelor's degree in  criminal justice or a related field with sufficient experience in business administration, planning, budgeting, and management of personnel and contract bidding.

