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EMPLOYMENT & TRAINING SECTION CHIEF

'Work in this class involves the supervision of a major section of the Division of Employment and
Training-NRCD.
Employees are responsible for either the planning and policy/program development which leads to
contract or grant approval with a local group or contractor and providing staff support the Governor's
council and its various committees; or, the overall monitoring procedure which provides technical
assistance and training to local groups and contractors to ensure that effective systems are in place
and in compliance with federal legislation. This technical assistance also includes resolving grant
recipient audit exceptions; developing and administering an indirect cost plan; and the distribution,
coordination, and proper use of fixed assets purchased with federal grant monies. Work involves
working with the Chief of the Finance Section responsible for the fiscal administration for the Division in
determining and recommending section budgets. Employees receive general direction and guidance
from the Director. Work may include other related duties as required.

I. SUPERVISORY/MANAGERIAL FUNCTIONS:

Planning - Employees are responsible for planning sectional goals and objectives and coordinating
these with other sections to produce a unified program effort. Employees determine the best utilization
of staff, space, and available resources to meet these goals. Work requires final approval of the
Division Director.

Organizing and Directing - Employees revise work methods and procedures to expedite work and
achieve maximum utilization of staff. Employees may alter work assignments to accommodate the
interrelated work needs of other sections; major changes are subject to approval of the Division
Director.

Budgeting - Employees evaluate the section's needs and determine priorities based on program
objectives. Employees must work in concert with the Chief of the Finance Section who is responsible
for the fiscal administration of the Division when formulating budget proposals. The budget proposals
include expansion, personnel, and inventory needs, and are submitted to the Division Director for final
approval.

Training - Employees evaluate the training needs of the staff and provide on-the-job training, seminars
and workshops to spur professional growth.

Setting Work Standards - Employees, in conjunction with the Director, establish standards, policies,
and procedural techniques which govern the quality of work for the section. Employees may make
minor revisions or modifications as needed.

Reviewing Work - Employees review unit supervisors' work, usually upon completion, for quality,
accuracy, and efficiency. Most work of the section has already received preliminary review by unit
supervisors. Employees edit all written reports, correspondence, and issuances drafted by staff prior to
submission to Director for signature.

Counseling and Disciplining - Employees may resolve minor complaints or problems and/or issue
written warnings. Serious conflict or infractions are referred to the Division Director for further action.

Performing Other Personnel Functions - Employees participate in the interviewing, selection,
promotion, reassignment, and salary adjustment of staff for the approval of the Division Director.
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II. SCOPE AND NATURE OF WORK SUPERVISED:

Dynamics of Work Supervised - Employees are responsible for a complex federal program subject to
frequent minor and periodic major changes caused by revisions in federal or state standards
procedures, policies and guidelines. Frequently employees must adjust work operations in response to
these revisions and shifting emphasis in program objectives.

Variety of Work Supervised - Employees administratively and technically supervise staff involved in
policy development and planning or staff involved in fiscal or program monitoring and accounting
functions.

Number of Employees Responsible For - Employees are responsible for a staff of 13-15 professional
and support positions.

III. EXTENT OF SUPERVISION RECEIVED - Employees receive general guidance on work in
progress unless additional review is requested. Completed work is usually reviewed more closely.
Major changes in objectives and procedures are submitted for approval by the Division Director.

IV. SPECIAL ADDITIONAL CONSIDERATION - Staff is centrally located in Raleigh, but may be
subject to travel.

V. RECRUITMENT STANDARDS:

Knowledges, Skills and Abilities - Thorough knowledge of federal regulations and guidelines concerning
employment and training programs and operations. Division policies and procedures; employment
factors concerning target groups. Thorough knowledge of federal regulations and guidelines in related
areas and also of principles and practices of planning and accounting.
Ability to prepare and edit technical reports. Ability to plan supervise, coordinate, and evaluate the work
of subordinate staff. Ability to establish and maintain effective working relationships. Ability to handle
the more difficult technical problems encountered by subordinates. Ability to assess fiscal personnel
and other program needs and to recommend and support appropriate actions to higher level
management.

Minimum Education and Experience - Graduation from a four year college or university with a degree in
public administration community development or planning, or business and five years progressive
experience in public administration preferably involving federal grants administration; or an equivalent
combination of education and experience.


