Duty Statement
  Orientation for the Blind (OCB) Administrator
Classification:

Staff Services Manager II
Position Number:

813-095-4801-001
District:


Orientation Center for the Blind (OCB)

Primary Assignment:
OCB Administrator
JOB OBJECTIVES:

Under the general direction of the Deputy Director, Specialized Services Division (SSD), the Orientation Center for the Blind (OCB) Administrator plans, develops, organizes and administers a residential orientation center for the rehabilitation of up to 36 adults who are legally blind to obtain pre-vocational and independent living skills.  Responsible for the twenty-four hour, seven day a week operations, security and maintenance of a three acre campus consisting of buildings and grounds, vehicles and equipment.  Directly or indirectly supervises 32 full-time and 21 part-time employees, consisting of supervisors, counselors, teachers, health workers, office staff, food service and buildings and grounds workers.
Specifically, this position performs the following activities:

ESSENTIAL JOB FUNCTIONS
20%
Provide supervision and guidance to direct report staff and oversight of work activities for all staff at OCB.
15%
Develop, update and review OCB personnel, operations and administration policies and practices, to include teaching curriculum and student services.

10%
Oversee and participate in all OCB personnel actions, to include recruiting, hiring and separation of full and part-time OCB staff, approval and tracking of staff attendance, travel and training requests and budgets. 

10%
Direct and participate in student development processes and activities; to include participating as Chair of the Admissions 

Committee, deciding length of student stay at OCB, oversight of student orientation, class scheduling and progress meetings, discussing issues with students and resolving student complaints, participating in student body activities, and conducting exit interviews.
10%
Communicate with Deputy Director and Central Office staff regarding status of OCB, receive guidance, and take appropriate action with the Department of Rehabilitation (DOR) to coordinate appropriate support. 

10%
Coordinate and direct vendors and providers of goods and services outside DOR for the support of OCB.

5%
Represent OCB and the Department at meetings, councils, and conferences pertaining to issues and services for the blind

5%  
Manage the OCB Trust Fund, provide staff support to Trust Fund Committee meetings, and implement financial decisions made by the Trust Fund Committee.

5%
Act as ex-officio trustee for the American Printing House for the Blind federal quota program, and purchase educational materials for OCB.

5%
Braille documents for staff, students, and stakeholders.

MARGINAL JOB FUNCTIONS

5%
Conduct tours of OCB and make presentations upon request. 
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