STATE OF NEBRASKA 
CLASS CODE:
V17330

CLASS SPECIFICATION
SALARY GRADE:  
14

EST: 01/01 - REV: 00/00
OVERTIME STATUS: 
E
PERSONNEL PROGRAM MANAGER

DESCRIPTION:   Under limited supervision to administrative direction, administers program operations and supervises staff of the State Employment (Specialized Office Services/S.O.S.) and central recruitment-customer services programs of DAS – State Personnel Division and provides advice to representatives of state agencies and other organizations and to the general public on specific services and processes of the programs managed; performs related work as required.

EXAMPLES OF WORK:   (A position may not be assigned all of the duties listed, nor do the listed examples include all the duties that may be assigned.)

Plans, organizes, and coordinates functions and activities of the State Employment (S.O.S.) program to ensure services provided meet agency and applicant needs and comply with internal program objectives.

Develops and explains general policies and rules, and interprets laws governing programs managed to ensure compliance with state and federal employment regulations and laws regarding pay, benefits, work schedules, and affirmative action/equal employment opportunity.

Confers with agency representatives about permanent and temporary state appointments and about the provisions and requirements of the S.O.S. program, the central recruitment operations, and state and federal employment laws.

Compiles, reviews, and assesses data, reports, and records concerning budgetary status, operational expenses, commercial vendor contracts and relationships, and status of recruitment/placement of applicants and other program operations.

Plans, assigns and schedules the technical and administrative work activities of assigned staff to provide for effective work operations, to ensure consistent application of policies and procedures, and to attain work objectives.

Evaluates the work performance and products of assigned employees to determine their performance levels and justify specific personnel actions such as promotions, disciplinary actions, and training needs; and counsels assigned employees to exchange information on improving performance and on achieving work goals.

Trains and directs assigned staff in the policies and procedures of the work performed to ensure consistent application of these practices and to improve work performance.

Represents the S.O.S. program and central recruitment unit at meetings/hearings and during visits and partnership activities with state agencies, commercial employment vendors and other private firms to facilitate attainment of program goals and use of program services.

Develops and initiates a marketing/advertising recruitment function and related activities through preparation and distribution of public information brochures and notices and participation in career fairs, agency visits, and public presentations.

PERSONNEL PROGRAM MANAGER (continued)

Answers inquiries from applicants, employees, elective officials, and the public on the state employment processes, current temporary and permanent vacancies, length of service, and state and federal employment laws.

Interviews and evaluates applicants for the S.O.S. program and for the central recruitment unit to obtain needed information on work experience and education/training and to explain and compare employment expectations of the vacant position to the applicants’ qualifications.

Monitors performance of S.O.S. employees and counsels and terminates temporary employees, and responds to discrimination and other complaints filed with investigative agencies or received from the public, and attends discrimination, unemployment, and other administrative hearings.

Reviews and analyzes current labor market statistics and visits/meets with representatives of state agencies to determine current employment needs and current labor market conditions and to forecast future employment needs and labor conditions.

Conducts investigative surveys and research projects involving administrative and program management effectiveness and problems, and develops and recommends procedural modifications and courses of action.  

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

Knowledge of:  the central personnel system of the State Personnel Division including rules, policies, and processes; basic principles and practices of employee supervision; basic public information/communication objectives and practices.

Ability to:  interpret and apply laws, rules, and policies which affect the programs managed; plan and develop a personnel program and develop and implement its associated policies and functions; establish work objectives and plans within the context of agency missions and priorities; provide advice and guidance on sensitive personnel matters.

Skill in:  speaking sufficient to present and promote effective personnel practices.

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

Knowledge of:  the general practices of diverse areas of personnel administration including wage administration, employee selection and performance evaluations, and management-employee relations; understand broad administrative goals and processes and their relationship to delivering quality program services.

Ability to:  collect and analyze facts, draw sound conclusions, and propose practical solutions to problems in a manner consistent with good personnel practice; organize, facilitate, and coordinate the work of a team; communicate technical material verbally to diverse audiences and in writing to prepare written reports, guidance material, informational bulletins, and letters/memos; interact with assigned staff, agency representatives, state officials, internal and external clients/customers and the public having varying backgrounds and interests.

PERSONNEL PROGRAM MANAGER (continued)

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 an applicant to possess the required knowledge, skills, and abilities.  A general qualification guideline is post high school coursework in personnel management, business or public administration, office management, program analysis/evaluation, or related field of study and experience in a managerial, administrative, or staff capacity in a personnel organization or operation with responsibility for:  identifying financial needs and preparing a budget; and collecting, analyzing, and drawing conclusions from statistical, financial, administrative or program information; and coordinating the work of others.

