Unemployment Insurance Central Office Manager                      Job Code ACV38848

CLASSIFICATION SPECIFICATION
	FLSA:
	EXP
	Job Code:
	ACV38848

	Job Class Code:
	770
	Salary Schedule:
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	01
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JOB CODE SERIES:
Unemployment Insurance Series
JOB CODE TITLE:     UNEMPLOYMENT INSURANCE CENTRAL OFFICE MANAGER
HRIS TITLE:

UI CNTL OFFICE MGR
PRIVATE 
WORK DESCRIPTION: Manages, through subordinate managerial and supervisory staff, the operation of the benefits or tax (contributions) central offices; reviews office operations, reviews work products, performs periodic evaluation of office performance; writes reports, memoranda and correspondence; interprets policies and procedures, advises supervisors and staff on complex issues; answers inquiries from claimants, employers and business representatives; represents the agency in a variety of meetings, provides and clarifies information, resolves complaints and problems performs special projects as required. 

WORK ACTIVITIES: directs, instructs, and counsels subordinate supervisory personnel, carrying out tasks requiring considerable judgment or creative effort. Adapts service schedules to meet changing priorities of equipment, personnel or work objectives. Observes and monitors overall work processes and work flow within central office areas; instructs, directs and advises subordinate managers and others as necessary. Resolves problems and questions presented by subordinate staff regarding work processes, policies, organization or methods. Plans for better use of material and staff resources in a central office operation; assesses needs for additional staff, equipment or space; confers with superiors and staff, makes decisions or recommendations. Explains agency policies, procedures and practices to employers, representatives of other agencies or outside individuals or groups. Reads incoming correspondence, memoranda or reports; plans and formulates response, shares information with subordinates through training or staff meetings as appropriate. Confers with and advises employers of services and programs available to meet their needs. Writes reports summarizing data based on statistical compilation, interpretation, analysis and presentation. Attends community group or business association meetings as a member or to share information or coordinate program services. Reviews work products or achievements of subordinate workers; evaluates work and formulates plans for improvement. Reads, examines and reviews reports prepared by subordinates; makes corrections, adjustments, raises questions, routes back to writer or approves. Reads correspondence from claimants/employers complaining or reporting incidents possibly warranting investigation; makes notes; determines subsequent action. Reviews and makes decisions regarding in-state and out-of-state travel requests for staff. Uses a computer terminal to enter (type) and review data. Participates in the design, development and implementation of new automated systems affecting the work processes. Confers with superior, presenting and resolving difficult problems or questions, discussing plans and actions to be taken, making decisions. Performs related work as required.
WORK CONDITIONS: Long hours of concentration on detail; considerable interaction with program claimants or employers in problem resolution and provision and exchange of information.  Works under established qualitative and quantitative productivity standards.  May require travel within a designated area.

SUPERVISION: Works under direction of a section manager, exercising discretionary judgment in the application of program rules and regulations and agency policies and procedures.

WORK RESULTS/PRODUCTS: Functioning offices; benefit entitlement/payment, tax liability, tax accounting, experience rating and tax/benefit collection functions carried out; application of program rules and agency policies; technical assistance provided to staff; information provided to claimants, employers and business representatives, problems/issues resolved; written reports, memoranda and correspondence; office operations and performance evaluated for quality control; meetings attended; special projects completed.
RESPONSIBILITY: For the effectiveness of the office; quality and timeliness of work products; courtesy and effectiveness in provision of services to claimants and employers.

AUTHORITY: To maintain functional offices; to interpret policies; to make decisions on work procedures and priorities within the office; to assign work to and evaluate performance of subordinate supervisors.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of: Knowledge of Federal and State laws, statutes, rules and policies and State program directives and procedures governing the Unemployment Insurance program operations. Knowledge of unemployment insurance benefit and tax work processes, work flow and interrelationships. Knowledge of unemployment insurance automated systems, and confidentiality and data security requirements pertaining to unemployment insurance program data. Knowledge of accounting principles. Knowledge of administrative policies and procedures established for the Department.  
Skill/Ability to: Skill in work management and work leadership. Skill in interviewing to elicit information. Skill in data analysis/evaluation and decision-making. Skill in comprehension and interpretation of program procedures, policies and rules. Skill in program evaluation for quality control. Skill in oral and written communication. Skill in operation of CRT to input and review data. Skill in interpersonal relations as applied to contacts with program claimants, employers, business and community representatives.

