STATE OF NEBRASKA
CLASS CODE:
V19610

CLASS SPECIFICATION
SALARY GRADE:
16

EST:
10/97 - REV:
00/00
OVERTIME STATUS:
E
GRANTS DIVISION ADMINISTRATOR

DESCRIPTION:  Under administrative direction, plans, organizes, coordinates and controls the divisions functions and supervises the administration of the agencies grant programs; 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, organizes, coordinates, and controls the work unit's operations/programs to establish operational priorities, to coordinate these operations with other functions within the agency, and to ensure program objectives and standards are established and attained and are congruent with overall goals.

Determines and requests/submits staff, material, and equipment needs for the operations/programs managed to contribute to the formulation and justification of budgetary requests for the agency as a whole.

Develops performance evaluation standards and procedures to provide information to the subordinate staff on the expectations of individual work performance and to ensure complete and objective appraisal of a subordinate's performance.

Develops and directs the implementation of operational plans pertinent to the operations/programs managed to ensure the establishment of appropriate goals and the development of action steps to achieve those goals.

Develops and recommends new and revised statutes, rules, policies, and procedures to respond to changes in operational/program needs, objectives, and priorities and to improve the effectiveness of the operations/programs managed.

Confers with and counsels subordinate staff to exchange information on and/or explain work policies, procedures, and guidelines and to identify the characteristics and impact of and formulate possible solutions to work-related problems.

Trains subordinate staff in the principles, practices, policies and/or procedures of grant and program administration to maintain and/or improve the production levels of employees in accordance with established work performance standards.

Confers with federal, state, and local agencies; the Nebraska legislature; and Crime Commission members to coordinate grant related issues.

Researches federal, state, and private funding sources to obtain funds for state and local entities and to ensure all reports are submitted in a timely manner.

Reviews grant applications with other Commission staff to make recommendations to the grant review committee.

Trains and consults with committee members and grant recipients to keep them informed of current practices and procedures and provide technical assistance.

GRANTS DIVISION ADMINISTRATOR  (continued)

Attends all grant review committee meetings and oversees the preparation of the agendas to see that all relevant information and materials are considered.

Oversees the Crime Victim's Reparation (CVR) Program to ensure funding is available, claims for compensation are addressed timely, and the annual CVR report is accurate and complete and to provide guidance for Attorney General's opinions.

Facilitates the planning and development of special projects to enhance existing programs and provide innovative approaches to address identified problems.

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

Knowledge of:  needs of local communities within the State, needs of laws enforcement and criminal justice agencies, federal and state laws and legislative processes, agency's and state's budget process, various cultures in Nebraska, State, and local government organization.

Ability to:  work effectively with the media; deal effectively with officials at the federal, State, and local levels; plan and conduct meetings; work with diverse groups, difficult people, and difficult situations; develop, initiate, and evaluate programs; understand and advocate management decisions, policies, and procedures.

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

Knowledge of:  juvenile and criminal justice system, impact of crime and services available for victims, accounting systems, Administrative Procedures Act, evaluation and assessment methodologies, open meeting laws and Roberts Rules of Order, research and evaluation techniques.

Ability to:  communicate orally and in writing at many levels, plan, organize, coordinate, direct, control, supervise staff; resolve problems, network, make presentations, design and analyze research and statistical studies.

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.)

Post high school coursework/training in public administration, political science, government management, criminal justice or related field and experience administering federal grant programs and developing policies, procedures, and accounting systems.

