	Open Competitive

	EMPLOYMENT OPPORTUNITY


	Department of Human Services

	Boards and Commissions 

Colorado Commission for Individuals who are Blind or Visually Impaired

Exempted from Hiring Freeze Due to Public Health and Safety Needs.
Applicants who are blind or visually impaired are strongly encouraged to apply.

REVISED 3/20/2009
Applicants who were originally accepted in the applicant pool for the first announcement need not reapply.


                       
	Job Title: 
	General Professional IV 

Administrator, Colorado Commission for Individuals who are Blind or Visually Impaired 

Text to add spacing to the announcementains white text for spacing

	
	

	Position Number:
	IHACCIBVIR 

	
	

	Job Location:
	1575 Sherman Street, Denver, CO 80203 (Location Code 812 )

	Salary: 
	$4,733 /mo 

	Release Date: 
	March 20, 2009
	Apply By:
	March 26, 2009

	Employment Type: 
	Full-Time

	Class Code: 
	H6G4XX



     
Information About The Job:
The Colorado Department of Human Services (CDHS) offers a competitive salary and benefits package, including a 401(k) and 457 retirement plans, PERA (Public Employees Retirement Account), health/life/dental insurance, and paid holiday, sick, and vacation time.

The position exists to manage the Colorado Commission for Individuals who are Blind or Visually Impaired (CCIBVI). The CCIBVI was created as a result of House Bill 07-1271; the enabling legislation can be found at C.R.S. Title 26, Article 8.7. The CCIBVI is comprised of Governor appointed experts in multiple regions throughout the state and disciplines and requires membership of at least eight members to be blind or visually impaired. The commission exercises its powers, duties, and functions as a Type II state Agency within the Division of Boards and Commissions of the Colorado Department of Human Services (CDHS). 

As a Type II state agency, the CCIBVI serves in an advisory capacity to the CDHS staff with any issues or needs presented by the community, including, but not limited to, making recommendations concerning services to blind or visually impaired citizens through vocational rehabilitation; Independent Living Centers; pre-vocational training; the "Randolph-Sheppard" Act concerning the blind vendors program and any programs serving such citizens. As a Type II state agency, the Commission functions as a liaison between individuals who are blind or visually impaired, the General Assembly, the Governor, and Colorado departments and agencies. 

Within the CDHS, the unit supports all the functions of the CCIBVI and is mandated by statute to ensure that the commission activities are consistent with state statute(s), rule(s), and policy(ies). The Colorado Department of Human Services has the administrative authority and accountability in hiring, evaluation of personnel, approval of policies, overseeing programs, budgeting, and other functions. Duties and Activities: 

This position manages all aspects of the implementation of the statutory mandates of the CCIBVI. Manages the workload related to Commission meetings and is responsible for ensuring that the Commission meets its statutory mandates and operates pursuant to its established standing rules. Serves as the Staff Authority on these programs and on issues related to individuals who are blind or visually impaired as well as broader issues related to this population. Works closely with governmental and non-governmental authorities, at the national, state and local level, to support the development of a system that ensures equal and effective access for the blind or visually impaired. Ensures that the accommodations that are mandated by state and federal law are operationalized for the Commissioners and their constituents in order for the CCIBVI to function as mandated by statute. This position is responsible for working with the Department staff and the CCIBVI to determine if formal rules are needed for program implementation and, if so, developing such rules pursuant to the Administrative Procedures Act through the State Board of Human Services. 

Minimum Qualifications:
  Graduation from an accredited college or university with a bachelor's degree in Education, Human Services, Public Administration, Financial Management or a closely related field appropriate to the job assignment; AND, 

  Three years of progressively responsible management experience that includes responsibilities in high-level executive administration, management, supervisory and/or leadership positions which included establishing goals and objectives, developing and managing a budget, contracts, and purchasing process to achieve program objectives, and compliance with fiscal rules, AND, 

  One year documented experience with individuals who are blind or visually impaired. This one year experience may or may not be included in the 3 years of progressively responsible management experience as described in Minimum Qualifications paragraph 2 above, AND, 
  One year documented experience with the laws and legal rights (including ADA) applicable to persons who are blind or visually impaired. This one year of experience may or may not be included in the 3 years of progressively responsible management experience as described in Minimum Qualifications paragraph 2 above, AND, 

  One year documented experience using specialized computer programs that utilize technology to create enhanced access for individuals who are blind or visually impaired. This one year experience may or may not be included in the 3 years of progressively responsible management experience as described in Minimum Qualifications paragraph 2 above. 

This experience must be thoroughly documented on your application. Experience of less than 40 hours per week is considered part-time. Credit is given for part-time work but is calculated by prorating the qualifying experience.

Special Requirements:

Must be willing and available to travel throughout the state and nationally to provide training, technical assistance, and on-site monitoring; and to attend meetings and conferences.

Highly Desirable:

A master's degree in Education, Human Services, Public Administration, Financial Management, or closely related field is highly desirable.
Ability to read Braille.

SUBSTITUTIONS: A combination of work experience in a business, public administration, or human services related occupation that provides the same kind, amount and level of knowledge acquired in the required education, may be substituted on a year-for-year basis for the bachelor's degree. A master's degree from an accredited college or university in one of the disciplines mentioned in the minimum qualifying requirements may substitute for the specific bachelor's degree and one year of the required experience.

All candidates:
Your current and/or previous employers within the past 10 years at a minimum must be listed on your job application (most recent in descending order), even if the job or duties are unrelated to the position for which you are applying. 


Exam Plan:
Two phases in the exam process are anticipated:

Phase One - the Written Exercise (attached at the end of this announcement); and, 
Phase Two - The Oral Board Examination. 

Candidates will be evaluated at each applicable phase of the exam process, with qualifying candidates moving to the next phase. Successful candidates will be notified of their status during each applicable phase of the exam process and will receive information regarding any remaining steps that may apply.

Save the Date:
The second, and final phase of the examination process is an Oral Board Examination that is tentatively scheduled during the week of April 13, 2009. Individuals moving to this phase of the examination process will be notified accordingly of schedule / date.

PLEASE NOTE THE FOLLOWING IMPORTANT INFORMATION: 
Former employees of the Colorado Department of Human Services (CDHS) who were either disciplinarily terminated, resigned in lieu of termination, or who were deemed to have resigned without notice (Board Rule 7-6, Automatic Resignation) are not eligible to work for CDHS. Additionally, any other applicant who was disciplinarily terminated, resigned in lieu of termination or separated from any employment either by way of an automatic resignation or other agreement, must disclose this information on their application.

All applicants MUST COMPLETE the official State of Colorado application form, including current CDHS' employees. Your current and/or previous employers within the past 10 years at a minimum must be listed on your job application (most recent in descending order) even if the job duties are unrelated to the position vacancy. Use additional sheets if necessary. Incomplete employer information (address, phone number, and supervisor) or omission of former employers may result in disqualification of your application.

Applications are a part of the selection process. Your application will be reviewed by a qualified Human Resources Specialist to determine if you meet the minimum qualifications for this position. Be sure your application specifically addresses your qualifications, experience, work products, and accomplishments as they relate to the position duties and minimum requirements, because an application evaluation may be used as a tool to rank candidates. Attach additional pages to your application if necessary to fully explain your experience and accomplishments. Failure to include the required information and/or documents by the application deadline may result in your application not being considered for the position. Incomplete applications will not be accepted. If your application does not demonstrate that you meet the minimum requirements, you will not be considered for this position. You will be notified of the results of the application review. If your application is rejected, you may contact Ruth Strauss, HR Technician at 303-866-7404 if you disagree. You must contact this office within five days of the date you receive the notice of rejection of your application. 

If you still do not agree with the decision concerning your qualifications, you have the right to have your application rejection reviewed by the State Personnel Director. Your request for a review by the State Personnel Director must be submitted on the Colorado State Personnel System Consolidated Appeals/Dispute Form (www.colorado.gov/spb/appealdispute) and must be postmarked or received by the Director within 10 days from your receipt of the notice of rejection of your application. Instructions for completing the Appeal/Dispute form can be found at this link: www.colorado.gov/spb/appealdisputeinstruct. To request this review you must include: 1) Job title; 2) Agency involved; 3) Name of the agency representative spoken to during informal resolution attempts; 4) Date(s) of the conversation(s); 5) Specific issue(s); and 6) Reasons it is believed the decision was arbitrary, capricious, or contrary to rule or law. This request for review should be directed to: State Personnel Director, 1313 Sherman Street, First Floor, Denver, CO 80203.  

How To Apply:
A complete application packet must include:

1. Colorado Application for Announced Vacancy and Demographic Information Form. Provide your current e-mail address in the application, as all correspondence regarding this position will be electronic-based. 
2. (a) Completed Written Exercise Examination, (b) Completed Exam Certification, and (c) Completed Written Examination Disqualification and Appeals Right form. (The Certification, and the Disqualification and Appeal Right forms are contained within the Written Exercise Examination document, attached at the bottom of this announcement). 

3. Copy of all applicable transcripts. 


For candidates requiring a reasonable accommodation, please note additional requirements. The following forms are available in the Accommodation Information Packet document, attached at the end of this announcement.

4. Certification Statement: Use of Reader as a Testing Accommodation, if applicable 
5. Reasonable Accommodation Information Sheet 
6. Reasonable Accommodation Request for Examination, if applicable

All documents will be made available in Braille or 20 point font upon written request. Please submit a Reasonable Accommodation Request indicating each item for which you request accommodation; i.e., Braille - Application; Braille - Written Examination, etc. Requested documents will be made available within 24-hours or next business day of receipt of written request. All requests for accommodation should be directed to Lisa White via e-mail to Lisa.White@state.co.us; or fax 303-866-5340 or 303-866-5204.

Completed and signed application packets including required supporting documents must be received and date stamped at the Human Resource office at the address below by 5:00 PM on the closing date of this announcement. For additional information, contact Ruth Strauss at 303-866-7404. Failure to include the required information and/or documents by the application deadline may result in your application not being considered for the position

Resumes will not be accepted in lieu of the official State of Colorado application form, but may be attached to your completed application. Do not use "see resume" or "see attached" statements on your application. Faxed, late, or emailed application packets (even if postmarked by announcement closing date and time) will not be accepted or considered.

Submit completed application and all required documents to:

Ruth Strauss, H.R. Technician
CDHS Human Resource Office
3550 W. Oxford Ave, Room B202
Denver, CO 80236
Phone 303-866-7404
