STATE OF NEBRASKA`
CLASS CODE:
V86930

CLASS SPECIFICATION
SALARY GRADE:
16

EST: 09/78 - REV: 02/98
OVERTIME STATUS:
N
REVENUE SPECIAL SERVICES MANAGER

DESCRIPTION:   This is a management position in the Special Services Division of the Department of Revenue.  Responsibility for word processing, switchboard/reception, inventory control and security are delegated by the Administrator Special Services Division; 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 with the Department of Administrative Services for printing, copying and mailing services.

Assists the Administrator of Special Services in maintaining the security system for the Department of Revenue.

Requisitions printing and mailing services and verifies accuracy of monthly charges for those services.

Reviews reorder listing generated by Forms Inventory Control System and assures that appropriate orders for forms are made.

Reviews and updates tax practitioners mailing list files.

Reviews monthly volume statistics of the Word Processing Center and directs the Word Center Supervisor in making changes as necessary.

Reviews output from, and maintains Inventory Control System.

Reviews and approves or modifies orders for office supplies for the Department of Revenue.

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:  accounting; inventory control; modern office equipment and its use; practical purchasing techniques; inventory control and security applications of computer technology.

Ability to:  hire, supervise, train and evaluate subordinate employees; maintain the Department of Revenue's inventory and security systems and to keep the agency adequately supplied with modern office equipment and supplies; evaluate request for office supplies and to modify them as necessary; monitor and control the work processing operations.

REVENUE SPECIAL SERVICES 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 work experience that will enable the incumbent to possess the required knowledge, skills and abilities.  A general qualification guideline for positions in this class is high school graduation or equivalent plus three years experience in purchasing or inventory control; or a Bachelor's degree in Business Administration or related field plus one year of experience in purchasing or inventory.  One year of supervisory experience is desirable.

