State of Minnesota Class Code: 003604 Bargaining Unit(s): 214
Classification Specification Career Family: Program Administration

State Program Administrator

KIND AND LEVEL OF WORK

First-level professional program administration work. Under general supervision, reviews
administrative processes for accuracy, technical competency, and for compliance with
eligibility, reporting and other administrative requirements; performs other duties as
required.

DISTINGUISING CHARACTERISTICS

EXAMPLES OF WORK/DUTIES
(A position may not include all the work examples given, nor does the list include all that may be
assigned.)

Reviews program activities so that resources are properly expended by receiving and
monitoring ongoing reports such as quarterly and annual status reports; contacting
clients and proposing solutions to resolve problems discovered during monitoring, (may
include submitting new reports, amending current reports, etc.; retaining program
records and files as specified by practice or regulation; collecting, analyzing, and
organizing program activity data.

Communicates with clients and federal/state/local officials about changes in reporting
and procedural requirements to ensure adequate information (e.g., program guidelines)
is provided to clients and governmental officials by functioning as an information
clearinghouse for program questions; providing on-site technical assistance/training
sessions with state and local interest groups/task forces; and working with other
officials in joint projects related to public information on programs.

Delivers program services directly to clients to maintain program procedures so that
reasonable administrative guidelines are implemented by determining if requested
services are within the limitations of the specific eligibility requirements; assessing
whether or not program requirements have been met; analyzing program resource
distribution to avoid duplication within or between programs; verifying that provided
services are consistent with program plans.

Recommends changes (modifications, termination dates, special conditions) to
departmental policy making groups so that programs are appropriately administered by
evaluating their compliance with policy guidelines and standards; by collecting and
analyzing data for reports and information for program analysis; and by documenting
the results of the program's implementation.
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IV. KNOWLEDGE, SKILLS, AND ABILITIES
Knowledge of:

e Qualitative and quantitative analysis sufficient to collect and analyze public program-
related data.

e Governmental budgeting processes sufficient to monitor and review program financial
and progress reports so that funds are properly expended.

e Specific program regulations/requirements sufficient to determine eligibility and
compliance with budgeting and reporting provisions of public programs.

e Procedural steps in the public program approval process sufficient to recommend
changes (modifications, special conditions) to expedite approval.

Skill in:

e Human relations sufficient to tactfully and in a business-like manner interact with
persons making inquiries about the public program to establish both effective
communications and maintain effective working relationships.

Ability to:

e Read and comprehend program-related bulletins, manuals, rules, etc., sufficient to
respond to factual/procedural inquiries and to interpret and apply them to determine
program eligibility and compliance.

e Write letters, memos, etc., sufficient to provide clear and thorough information at a level
appropriate for the persons making the inquiries.

e Communicate orally sufficient to provide program information by telephone and in-
person and to explain program rules and procedures to the public and governmental
officials.

e Adapt to continuous organizational and program changes sufficient to work
constructively under pressure and cope with ambiguity.

REFERENCES

Former title(s): State Programs Administrator, Title Change: 7/07

REVISION HISTORY

Established 12/96
Revised 7/07
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