Sight Conservation Program Supervisor                                                                             Job Code ACV38476


CLASSIFICATION SPECIFICATION
	FLSA:
	EXP
	Job Code:
	ACV38476

	Job Class Code:
	770
	Salary Schedule:
	ASRRSIGHT

	EEO Category:
	03
	Grade:
	19

	Workers Comp Code:
	9410
	
	

	
	
	
	

	Job Code Established:
	01/01/85
	Effective Date:
	

	Job Code Revised:
	09/02/00
	Effective Date:
	


JOB CODE SERIES:
Blind Services Series
JOB CODE TITLE:    
SIGHT CONSERVATION PROGRAM SUPERVISOR 
HRIS TITLE:

SIGHT CNSV PRG SPV
PRIVATE 
WORK DESCRIPTION: Directs technical and eye care service providers engaged in statewide provision of eye care services to medically and financially eligible persons; develops and implements program policies and operating procedures; maintains centralized inventory of optical supplies; negotiates service contracts with eye care providers and laboratories, monitors performance; writes budget requests, activity reports, policies, records, memoranda and correspondence.

WORK ACTIVITIES: directs, instructs, explains and counsels subordinate workers in carrying out a variety of tasks. Directs, explains and counsels contracted service providers in their work with clinic patients who are clients of the agency. Devises a schedule of work or itinerary, agenda or time table for subordinates on a weekly basis, within a work unit. Resolves problems and questions presented by subordinate workers regarding work methods and processes. Reviews work products or achievements of subordinate workers; evaluates work and formulates plans for improvement. Confers with physicians to discuss, plan and determine courses of action in client care. Compiles information for and writes periodic reports on activities of a work unit. Writes contracts or memoranda or agreements to provide for relationships with eye care service providers; negotiates contracts; monitors provision of agreed upon services. Schedules and arranges for scheduling of outside consultants, specialists or technicians to work temporarily in program. Determines materials and supplies required to fill routine needs of the work unit by examination of need and availability of materials, comparison of alternatives, and calculation of cost and supply priorities. Examines equipment and supplies purchased or placed in operation. Establishes and maintains work standards, procedures, methods and rules. As a planning device, gathers data on workload or service load over designated period, then, making adjustments based on calculated estimates, projects same figures for future period. Confers with clients and advises them regarding their complaints. Attends supervisory or work system management staff meetings; gives and receives information, participates in problem-solving and decision-making. Performs related work as required.
WORK CONDITIONS: Long hours of concentration on detail; regular face-to-face contact with program clients; requires frequent travel.

SUPERVISION: Works under direction of the Blind Services Program Manager, exercising discretion and independent judgment within policies and procedures established for the work system.

WORK RESULTS/PRODUCTS: Functioning work unit; eye care services provided to eligible program clients; program policies and procedures; provision of services coordinated with 
contracted providers; negotiated service contracts; monitored service performance; interpreted rules and regulations; written budget and equipment requests, activity reports, records, memoranda and correspondence.

RESPONSIBILITY: For the quality of work products, accurate and timely completion of work processes; effectiveness of the work unit.

AUTHORITY: Decisions on budget requests and expenditures, service provider contracts, programmatic eligibility, subordinate schedules, assignment and evaluations, clinic and contractual service provider schedules.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of: State statutes and regulations pertaining to Sight Conservation Program services provisions; medical terminology pertaining to conditions/ diseases of the eye; procedures and practices utilized in optical laboratories; cost effective sources of optical equipment and supplies; resources available in the community for alleviation of health/eye care needs; policies and procedures established for the work system. 
Skill/Ability to: work management and work leadership; oral and written communication; evaluation and decision-making; contract negotiation; Skill in fabricating and fitting eyeglasses; interpersonal relations, as applied to contacts with program participants, contracted eye care service providers, community group representatives.

SPECIAL SELECTION FACTORS: Two years of work experience as an optometric/ophthalmological assistant and completion of a recognized course or formal apprenticeship as an optician.Must be eligible for, and obtain within six months, certification as provided by the American Association of Ophthalmology.                 
