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JOB DESCRIPTION AND WORKER CHARACTERISTICS

JOB CODE TITLE

Program Administrator 2

[ dsos /it

% Job Duties in Order of Importance

T
Knowledge, Skllis 8 Abillties

35 - | Acts for Multi-Ageney Radio Communications System (MARCS) Ad-
ministrator by responding to programmatic needs & issues of the office:
analyzes, evaluates & updates MARCS policies & procedures; trans-
mits decisions & ditectives; represents administrator at meetings &
conferences; assumes responsibility & authority in administrator’s ab-

3ence.

45 | Formulates & implements the MARCS statewide training program &
policies: plans, writes & implements tralning goals; serves as program
liaison between MARCS' user agencics & primary contractor; reonitors
primary contractor compliance to training requirements of the MARCS
contract: identifies & coordinates facility requirements to conduct train-
ing classes; monitors milestones, development, & delivery of training
courses; monitors training budget & expenditures; utilizes motor veki-
cle to travel statewide to deliver training to users.

20 | Assists MARCS’ Public Relations Manager: communicates decisions,
directives & information to MARCS staff; advises administrative staff
at other agencies & represents MARCS at meetings, seminars & con-
ferences; assists in development of position papers, publications,
handouts & correspondence; develops & coordinates publie relations
programs on hehalf of administrator; furnishes informetion & explaing
programs to public, legislators & news media; writes position papets,
grant proposals & reporis; makes spseches & gives lectures; prepers
news releases,
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Knowledge of (1) business administra-
tion; (2) public relations; (3) office .
practices & procedures; (4) egency pol-
icies & procedures*; (5) government
structure & process*;

Skill in (6) operation of personal com-
puier & associated hardware/software
(e.g., MS Office);

Ability to (7) define problems, collect:
data, establish facts, draw valid conclu-

determine specific action; (9) work
alone on tasks

Knowledge of 1, 2, 3, 4%, §*, (10) train-
ing practices & procedures; (11) adult
learning styles; (12) budgeting

Skill in 6

Ability to 7, 8, 9, (13) maintzin a valid
driver’s license.

Koowledge of 1, 2, 3, 4%, 5%, (14) grant
proposal research & writing; creating
position papers & publications
Skillin 6

Abilityto 7, 8,9 :
(15) deliver speeches before govem
ment officials & general public; (16)
handle sensitive inquiries from & con-
tacts with officials & general public;
{17y resolve complaints fiom angry
citizens & government officials.

L2




