State of Minnesota Class Code: 003608 Bargaining Unit(s): 214
Classification Specification Career Family: Program Administration

State Program Administrator Coordinator

I. KIND AND LEVEL OF WORK

Fifth-level professional program administration work. Under administrative direction, an
employee in this class is responsible for coordinating the administration of a state program(s)
which is both comprehensive and technical in nature by testifying as a technical expert before
legislative committees and at other public forums; establishing program goals and objectives;
directing the activities of consultants, project leaders and other staff at all levels as they relate
to the state program; developing financial reporting systems; developing and conducting
program administration training sessions for both internal and external personnel; monitoring
compliance of clients; and evaluating policies and procedures for program administration;
performs other duties as required.

Il. DISTINGUISING CHARACTERISTICS

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

e Audits and evaluates program progress reports to determine if the program is achieving
its objectives by receiving and reviewing periodic monitoring reports; contacting clients
and proposing solutions to resolve problems discovered during the evaluation (may
include amending current reports, etc.); retaining program records and files as specified
by regulation; collecting, analyzing, and organizing program activity data.

e Represents the state at meetings with other governmental officials to ensure adequate
information (on program guidelines) is communicated to both governmental officials
and clients 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 and presentations.

e Advises clients with a comprehensive understanding of all procedural and technical
aspects of program activities so that reasonable administrative guidelines are developed
by determining if requested services are within the limitations of the laws and policies
involved; assessing whether or not program parameters have been met; analyzing
resource distribution to avoid duplication within or between programs; verifying that
provided services are consistent with program plans.
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Conducts detailed and comprehensive studies of governmental programs so that
management and client groups are informed about program activities, program needs
and future program services are identified.

Testifies before departmental policy committees and recommends appropriate action in
the areas of project funding, special stipulations and program administration.

Consolidates multiple public program activities to ensure their efficient and effective
administration by integrating findings of several work groups; by preparing and
coordinating an annual public administration plan; and by developing, processing and
conducting an assessment of program activities.

Develops and implements financial reporting systems for state, federal and other
funding sources to comply with state and federal auditing and reporting requirements
by preparing budgets for all program requests, financial plans and expenditure reports;
establishing accounting and documentation procedures; and by assisting other
governmental agencies with recording procedures under program guidelines.

Oversees the development of comprehensive public program guidelines, procedures
and standards to ensure proper application and use by coordinating and revising the
administrative process; by preparing progress reports on accomplishments and results
achieved; by organizing and coordinating support for policies and legislation; by
establishing program goals and objectives; by coordinating activities of staff,
consultants, project managers, and other agencies.

Provides leadwork to program staff, monitors and reports on the work performance of
co-workers and contractors to determine overall conformity to establish timetables and
quality standards and to document and communicate employee production levels and
training needs by applying departmental guidelines and objectives; by following
appropriate contract provisions, rules and regulations; and by using interpersonal
relations skills.

IV. KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge of:

Qualitative and quantitative analysis sufficient to evaluate program results, critique the
analytical methods of other public program professionals and design and develop public
program guidelines and standards.

Governmental budgeting and legislative processes sufficient to demonstrate political
astuteness to support current programs, coordinate complicated program initiatives,
plan for contingencies and establish working agreements and priorities.

Law and administrative procedures sufficient to serve as a technical expert before
departmental policy committees, other public forums and national conferences.
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e Public policy principles and administration theory sufficient to oversee the design,
implementation and evaluation of public program and financial reporting systems.

e Project planning and operations sufficient to organize projects and negotiate for all
human, financial and technology resources to ensure the successful completion of the
project.

Skill in:

e Human relations sufficient to build networks of colleagues throughout the public and
private sectors and to effectively persuade clients, interested parties in the private
sector, and other government officials by understanding complex and oftentimes,
competing relationships and political agendas.

Ability to:

e Read and comprehend public administration literature and program bulletins, manuals,
rules, etc., sufficient to oversee the design and development of financial and program
reporting systems and appropriate documentation.

e Write reports, bulletins, procedures, rules, and correspondence sufficient to describe,
promote and justify current and future program initiatives and outcomes.

e Communicates orally sufficient to mobilize action to achieve organizational goals to
coach and advise other program staff, to speak to individuals and groups to resolve
differences of opinion and to testify before departmental policy committees and at other
public forums.

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

e Lead other program staff and contractors sufficient to meet established timetables,
quality standards and complete program objectives.
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