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        Classification Description

PROGRAM SPECIALIST 1
Department:
Human Services






FLSA: Non-Exempt
Job Class #:  
324100







Represented: No
Pay Range:
0K05
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
This is technical support work for program services of the Human Services Department.  An employee in this classification is responsible for technical support of a human services program by assisting the coordination of RFP/RFQs, contracts and monitoring of providers, program plans and annual reports, monitoring quality assurance and compliance with state and federal contracts.  Work is performed under the guidance of higher level Program Specialists and/or the Program Coordinator.

ESSENTIAL FUNCTIONS
· Assists the Program Specialists in developing and writing RFP/RFQs for services.

· Assists the Program Specialists in developing and writing contracts for specific client related services.

· Assists the Program Specialists in ensuring that providers are meeting contract compliance requirements by providing them with necessary information as well as advising and assisting in compliance requirements of the program.

· Participates in the monitoring of services to insure compliance with program guidelines and established fiscal and program goals and objectives.

· Assists in the coordination of long term planning and annual updates.

· Reviews and maintains an awareness of federal, state and local laws and regulations affecting program services and client groups.

· Assists in the development of policies and procedures.

· Prepares and/or reviews reports such as Mission Driven Budget Objectives, Monthly Information Reports, and Annual Reports.

· Works with Human Services staff to continually identify and implement improvements necessary to guarantee appropriate service levels to consumers eligible for services.

· Handles frequent minor problems without assistance; consults with supervisor on major problems.

OTHER JOB FUNCTIONS

· Performs other related job functions as assigned.

KNOWLEDGE, SKILLS AND ABILITIES
General knowledge of program services, needs and programs.

General knowledge of project planning, implementation, tracking and follow up.

General knowledge of principles, practices and techniques of contracting and monitoring.

General knowledge of applicable federal, state and local laws, rules, regulations, and policies and procedures.

Knowledge of personal computers and management information systems.

Ability to work independently and as part of a team.

Ability express ideas clearly and concisely, both orally and in writing.

Ability to physically perform the essential job functions.

Ability to meet the travel requirements of the position.

RECRUITING REQUIREMENTS
Bachelors degree or undergraduate degree in public administration, business administration, psychology or a related field with general course work experience in related field, and/or experience which includes work with community programs and/or services.  Additional education or related experience may substitute for the recruiting requirements.
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