STATE OF NEBRASKA
CLASS CODE:
V57413

CLASS SPECIFICATION
SALARY GRADE:
13

EST: 03/97 - REV:  00/00
OVERTIME STATUS:
N
HIGHWAY AGREEMENTS SPECIALIST II/SUPERVISOR

DESCRIPTION:  Under limited supervision, performs technical work associated with consultant designed projects including scope of work, meetings, negotiations, agreement preparation and the scheduling of projects and/or prepares city covenant and financial agreements and other specialized agreements; supervises Highway Agreements Technicians; 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, assigns, and supervises the work activities of assigned staff to attain work goals and to ensure consistent application of administrative policies, procedures, and standards.

Supervises, evaluates, and compares work performance of assigned staff with established standards to determine the quality and quantity of employees' work and to recommend personnel actions such as appointments, promotions, disciplinary actions, grievance dispositions, status changes, and separations and to identify employee training needs and to improve career advancement potential.

Prepares agreements for consultant designed roadway, bridge and ROW projects, by:  preparing the scope-of-work, setting up scope-of-work meeting; scheduling field trips; reviewing work-hour estimates, setting up negotiation  meetings; and conducting negotiations.

Assists in the consultant selection process, by preparing legal notices and agendas; preparing for and assisting at consultant briefings, interviews and selection meetings; substituting for absent selection committee members; responding to inquiries on the selection process and projects advertised by the department.

Prepares city covenant and financial agreements, agreements with irrigation districts and other special agreements by researching and gathering information, preparing exhibits, and reviewing the agreements with requesting division and with the Controller Division.

Reviews agreements prepared by other divisions, making modifications if necessary, to bring into accord with federal and state requirements, language and policies.

Prepares payment requests for irrigation districts and other special projects.

Researches old city agreements, attends meetings, and prepares reports to complete special assignments requested by the agreements engineers, division manager or deputy-director.

Prepares consultant reports as requested by the Agreements Engineer.

Answers inquiries from consultants and department staff on active projects.

Prepares supplements to agreements.

Monitors scheduling system.

Assists Agreements Engineer as necessary.

HIGHWAY AGREEMENTS SPECIALIST II/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:  negotiation principles and techniques; detailed knowledge of agreement preparation and legal issues involved in agreements between the department, consultants and various other entities; federal and state rules and regulations and department policy; supervisory and personnel practices.

Ability to:  prepare a scope-of-work for many different types of projects; negotiate the hours for a project design; plan, assign, direct, evaluate and supervise assigned staff.

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

Knowledge of:  legal issues involved in agreements between the department and local governments and consultants with emphasis on federal and state rules and regulations; relationship between various divisions/districts to each other; roadway design principles and practices; phases of a project from conception through construction.

Ability to:  utilize computer programs to access agreement monitoring system, utilize various computer programs used for project scheduling and estimating.

Skills in:  use and care of assigned equipment.

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 the incumbent to possess the required knowledge, abilities and skills.  A general qualification guideline for positions in this class is high school education or equivalent AND additional education in business and accounting with roadway design and district experience recommended.  Estimating, negotiation and communication experience are a necessity.

