STATE OF ARIZONA JOB CODE SPECIFICATION

	FLSA:
	EXP
	Job Code:
	ACV73146

	Job Class Code:
	770
	Salary Schedule:
	AREG

	EEO Category:
	01
	Grade:
	21

	Workers Comp Code:
	9410
	
	

	
	
	
	

	Job Code Established:
	11/26/79
	Effective Date:
	

	Job Code Revised:
	
	Effective Date:
	


JOB CODE SERIES: Administrative Management Series
JOB CODE TITLE:  
ENERGY ASSISTANCE PROGRAM MANAGER
HRIS TITLE:

ENERGY ASSTC PRG MGR
CHARACTERISTICS OF THE CLASS: Under general direction, is responsible for work of considerable difficulty in planning, implementing, and administering the statewide Energy Payment Program and in supervising a staff of professional and clerical personnel; and performs related work as required.  

The Energy Assistance Program Manager is one position class responsible for the Energy Payment Program impacting upon the economically disadvantaged adversely affected by the escalating cost of energy.

EXAMPLES OF DUTIES: Plans, implements and evaluates the Energy Assistance Program; determines program goals and objectives; prepares and implements operating procedures in accordance with statutory provision, rules and regulations; interprets rules and regulations and provides technical assistance to program participants; develops program evaluation procedures and monitors program performance to insure conformance with rules and regulations; participates in liaison with federal program officials to provide a joint cooperative effort to facilitate delivery of service; develops and administers the program budget; develops and implements the public information effort to reach and inform the eligible public; conducts or attends meetings and seminars related to the assignment; supervises professional and clerical employees; prepares and submits a variety of administrative and statistical reports.

KNOWLEDGE, ABILITIES AND SKILLS:

Knowledge of: the principles and practices of administration; the concepts of program planning and design; the Energy Assistance Program, public assistance programs and the related laws, rules and regulations;  the local public assistance and service agencies and organizations.

Skill/Ability to plan, organize and administer a public assistance program; evaluate public assistance program performance and to resolve problems of non-compliance; communicate effectively with a wide range of people, agencies and organizations.

