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CLASS TITLE: JOBS AND BENEFITS MANAGER II - SES   
ALLOCATION FACTOR(S) 
This is managerial work directing the activities of an independent class II Jobs and Benefits Center which provides a full range of jobs and/or benefits services.  The employee(s) in the position(s) allocated to this class exercise(s) independent judgment in formulating or assisting in the formulation of policies and procedures which have significant impact in personnel administration and/or preparation and administration of budgets.
EXAMPLES OF WORK PERFORMED: 
(Note: The examples of work as listed in this class specification are not necessarily descriptive of any one position in the class. The omission of specific statements does not preclude management from assigning specific duties not listed herein if such duties are a logical assignment to the position. Examples of work performed are not to be used for allocation purposes.) 
· Plans and directs all employment security activities in a medium-sized Jobs and Benefits Center.
· Evaluates the efficiency of the local office staff; makes adequacy recommendations relative to the staff, premises and equipment.
· Conducts regular staff training sessions and conferences.
· Settles disputed claims and makes final decisions on the various claims classifications.
· Publicizes the activities and facilities of the Jobs and Benefits Center through the use of local press, radio and television.
· Cooperates with civic, industrial, educational and governmental organizations in order to integrate the services of the office with community needs.
· Handles complaints by explaining how the employment security laws apply to a particular situation.
· Maintains records and makes necessary reports as required.
· Interprets policies and procedures.
· Performs related work as required.

KNOWLEDGE, SKILLS AND ABILITIES: 
(Note: The knowledge, skills and abilities (KSA's) identified in this class specification represent those needed to perform the duties of this class. Additional knowledge, skills and abilities may be applicable for individual positions in the employing agency.) 
· Knowledge of the principles and practices of management and supervision.
· Knowledge of the principles and techniques of effective communication.
· Knowledge of interviewing or counseling principles and techniques.
· Knowledge of basic public relations principles.
· Knowledge of the methods of data collection.
· Knowledge of employment security laws, regulations, policies and procedures.
· Ability to manage a Jobs and Benefits Center.
· Ability to supervise people.
· Ability to determine work priorities, assign work, and ensure proper completion of work assignments.
· Ability to communicate effectively.
· Ability to establish and maintain effective working relationships with others.
· Ability to understand and apply applicable rules, regulations, policies and procedures relating to the management of a Jobs and Benefits Center.
· Ability to conduct interviews.
· Ability to assess budgetary needs.
· Ability to formulate policies and procedures.
· Ability to deal with the public in a tactful, courteous and effective manner.
· Ability to collect, evaluate and analyze data relating to the management of a Jobs and Benefits Center.
· Ability to work independently.
· Ability to solve problems and make decisions.
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