STATE OF NEBRASKA
CLASS CODE:
V41220

CLASS SPECIFICATION
SALARY GRADE:
8

EST:  10/91 - REV:  05/02
OVERTIME STATUS:
N
CAPITOL TOURISM SUPERVISOR

DESCRIPTION:  Under general supervision, supervises Capitol Tourism operations and staff including such activities as developing, researching, writing and editing information for tours and promotional materials.  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, assigns, schedules and supervises the work of the Capitol Tourism staff to achieve the goals of the Capitol Tourism program.

Trains and schedules volunteers to staff the 1st Floor Center Desk and 2nd Floor Rotunda to support the Retired Senior Volunteers Capitol Host Program.

Arranges and conducts tours and special programs; drafts correspondence to respond to requests, schedules rooms, supervises the set up and take down of equipment, and works with the Legislature and Supreme Court to coordinate special events in their rooms.

Researches and answers requests for information in person, by phone or letter, or assigns research to subordinates.

Researches historical data about the State Capitol and maintains records and files to be used by staff members and visitors.

Plans displays, exhibits or informational materials for use in the State Capitol, by schools, and for other interested individuals including VIP tours of state officials and visiting dignitaries.

Writes and distributes news releases regarding State Capitol events and compiles the monthly Capitol Events Calendar.

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:  Nebraska history specifically that which relates to the State Capitol and activities in the State Capitol; State government structure and the Legislative process; methods of historical research; various phases of journalism, grammar, usage and style; standard public relations and publicity fundamentals.

Ability to:  direct and organize the work of subordinates; communicate effectively orally and in writing; create informational and promotional materials; collect, organize and present information related to the State Capitol and State government activities.

CAPITOL TOURISM SUPERVISOR (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.)

High school education or equivalent plus three years experience dealing with the public in such activities as tour guide, sales person or any other communications intensive activity; or an equivalent combination of education and experience.

