8387
ASSI STANT COW SSI ONER - HI GHWAYS

Nat ure of Wrk: Under general direction of the H ghways
Commi ssi oner, the incunbent is responsible for highly conplex and
techni cal administrative duties. The incunbent works closely

wi th the Conm ssioner and division staff in fornulating policies,
adm nistrative practices and devel opnent of division objectives.
The incunbent assists in the supervision of division staff as

di rected by the Conmm ssioner, and assunes specific responsi-
bilities in the absence of the Conm ssioner. The incunbent in
this position is given wide latitude for independent judgnment in
maki ng deci sions regarding the work he/she performs. Perforns
rel ated work as required.

Exanpl e of Work

Directs the evaluation of division expenditures, determnes
conmpliance with federal and state |laws and regul ati ons and mekes
recommendati ons regardi ng expenditures to conformwi th budgetary
al I ocati ons.

Assenbl es and anal yzes budget data, reviews requests for
transfer of funds, and mai ntai ns agency appropriation and

fiscal records.

Eval uates data and reports to ensure division objectives are
met .

Coordi nates intra-agency planning and related activities.

Advi ses the Comni ssi oner regardi ng organi zati onal and nanpower
devel opnent within the division

Coordi nates work fl ow anmong organi zati onal conponents of the

di vi si on.

Assi sts Conmi ssioner in coordinating information,

policy and operation of the division with other agencies.

Supervi ses chi ef of organi zati onal conponents of the division

as del egated by the Comni ssioner.

Know edge, Skills and Abilities

Know edge of nmanagenment principles and ability to apply them
effectively.

Know edge of public admi nistration

Know edge of nodern personnel practices and procedures.
Ability to plan and coordinate work in a |large division.
Ability to interpret and apply conplex |laws, rules and
regul ati ons.

Ability to conmunicate and work effectively with others
Ability to present factual materials in a |ogical and
effective manner.

M ni mum Qual i fications

Trai ning: Graduation froman accredited four-year college or
university with a najor in business administration, political
science, public administration or related fields which would
provi de a general know edge of business or governnenta
oper ati ons.
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M ni num Qual i fications (cont'd)

Substitution: Additional qualifying experience may be
substituted for the required training on a year-for-year basis.
Experience: Two years of full-time or part-tinme equival ent
pai d enpl oyment in public or private adm nistration, managenent,
public finance, business, insurance or related fields, of which
at | east one year of experience nust have been in an

adm nistrative or supervisory capacity.

Substitution: Successfully conpleted graduate study in the
area defined under "training" may be substituted for the

requi red experience on a year-for-year basis.

Est abl i shed: 11/ 16/ 93
Ef fective: 11/16/93



