STATE OF NEBRASKA
CLASS CODE:
V70311

CLASS SPECIFICATION
SALARY GRADE:
12

EST: 09/78 - REV: 07/84
OVERTIME STATUS:
E
JOB SERVICE SUPERVISOR

DESCRIPTION:  Under general supervision, supervises subordinate staff within a Job Service unit or office; 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 work flow in a Job Service unit or office.

Trains staff members on the procedures and operations of assigned activities.

Supervises staff in their daily work assignments and provides assistance to staff as needed.

Analyzes unit/office activities, makes recommendations to manager, and develops new procedures to improve productivity.

Evaluates the work performance of subordinate staff and assists manager in selection of personnel.

Communicates information pertinent to assigned program duties to employees, applicants, employers, and the general public.

Prepares special and recurring reports.

Manages a unit or office during the absence of the manager.

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

Knowledge of:  program rules, guidelines, policies, and procedures pertinent to Job Service operations; the functions and capabilities of the agency's computer system pertinent to Job Service programs.

Ability to:  supervise staff; administer the delivery of Job Service program services; analyze the nature and scope of problems; develop solutions.

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

Knowledge of:  State and Federal Employment Security laws; interviewing techniques; principles and practices of personnel management.

Ability to:  understand and explain directives; communicate orally and in writing; understand human behavior; interact with other employees and the general public; cope with frustrating situations on a continuing basis.

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.)

Experience in delivering program services within a human resource agency, organization, or program.

