STATE OF NEBRASKA
CLASS CODE:
V72640

CLASS SPECIFICATION
SALARY GRADE:
14

EST: 02/02 - REV: 05/02
OVERTIME STATUS:
N
BUSINESS ENTERPRISE PROGRAM SUPERVISOR

DESCRIPTION:  Under limited supervision, supervises the statewide business enterprise program for the Commission for the Blind and Visually Impaired, develops and monitors business opportunities, provides technical assistance to participating vendors, assists in the resolution of operational problems, and supervises the program staff member.

EXAMPLES OF WORK:   (A position may not be assigned all the duties listed, nor do the listed examples include all of the duties that may be assigned.)
Promotes business opportunities for the blind and visually impaired by seeking new locations and/or routes for vending facilities, snack bars, and vending machines in government and private buildings.  
Reviews blueprints for layouts of vending facilities and conducts feasibility studies for proposed vending sites.  Prepares and submits vending permit with GSA or other landlords.

Assists with the review of vendor applications and the selection of vendors for program sites.  Provides training and orientation to new program vendors in areas of equipment maintenance and operation, record keeping, inventory procedures, workman’s compensation, ordering and storage, financial reports, set-aside program, health codes, etc.  

Review vendor performance and provides counseling and instruction in business practices like customer relationships, merchandising, personnel, sanitation, inventory control procedures, completion of business reports, etc., and recommends modifications and/or improvements.  Monitors vendors compliance is submitting timely financial reports.  Conducts field audits relative to sanitation, safety, housekeeping, and product quality/quantity.
Provides on going assistance to vendors by providing answers, proposed solutions or referrals for operational, fiscal or personnel questions.  Coordinates with clients, landlords, providers, and vendors to assess and resolve complaints and/or problems such as broken equipment, cleanliness, spoiled food, etc.

Assists vendors by performing maintenance and repair on vending machines, arranging with third parties for equipment repair and determining when new equipment should be purchased and delivered and excessing of replaced equipment.
Work direction and supervision of the program’s staff member.

BUSINESS ENTERPRISE PROGRAM 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:  Randolph-Sheppard Act; State of Nebraska personnel polices and procedures; program accounting forms and reports; vending machine mechanics; and auditing procedures. Knowledge of blind and visual impairment.
Ability to: establish and maintain effective working relationships with others; perform analysis such as feasibility studies; provide first line supervision; persuade, convince and train others;  advise and interpret policies, procedures and standards;  repair and operate vending equipment; exercise judgment, decisiveness and creativity to evaluate information against established standards; apply principles of influence systems such as supervision, leading, teaching, planning and coordinating and to apply facts and principles to resolve operational problems and develop business plans. 
ENTRY KNOWLEDGE, ABILITIES, AN DSKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of: small business bookkeeping or accounting procedures and basic mathematical computations.

Ability to: effectively communicate with variety of individuals; organize and prioritize functions; interpret financial statements; learn and apply federal/state regulations; compile data and complete reports; identify and develop solutions to problems.
Mechanical skills to maintain and repair vending, or similar, equipment.

JOB PREPARATION GUIDELINES:  (Entry knowledge, skills and abilities may be acquired through,  BUT ARE NOT LIMITED TO, the following coursework/ training and/or experience.)

A Bachelor’s degree in Business Administration, Public Administration, Social Science or closely allied field and two years of experience relating to small retail business operations and maintaining/preparing reports. 
