DUTY STATEMENT 
Classification:

Staff Services Manager II (Supervisory)
Position Number:

813-095-4801-XXX
District:


Orientation Center for the Blind (OCB)
Division:


Specialized Services Division (SSD)
Location:


Albany
Primary Assignment:
OCB Administrator 

JOB OBJECTIVES

Under the general supervision of the Deputy Director, SSD, the OCB Administrator is responsible for the overall management and operational activities of the Department of Rehabilitation’s (DOR), OCB, a twenty-four hour, seven day a week residential training program for DOR consumers who are blind/visually impaired.  In this capacity, the OCB Administrator is responsible for planning, organizing, directing, and evaluating policies and practices governing the administrative, program/services and facility operations of OCB; managing and leading an interdisciplinary team of professional and non-professional staff; directing and participating in resident consumer development services and processes; and serving as Chair of the Admissions Committee.  The OCB Administrator will participate and contribute to the long- term strategy planning on policy and operational activities.

ESSENTIAL JOB FUNCTIONS

35%
Plans, organizes, coordinates, evaluates and directs the work of multiple OCB sections and ensures compliance with State and Federal laws, statutes, labor contracts and departmental regulations; provides expertise for the delivery of quality services to participants; participates in and provides analysis and recommendations in the development and implementation of departmental regulations, policies, and procedures; monitors staffing; reviews all relevant budget information, administrative services monthly reports; develops and implements a strategic plan. Provides direct supervision of two or more Staff Services Managers I (SSM I’s) and direct and indirect supervision of an interdisciplinary team, including medical staff, counselors, teachers, administrative staff, buildings and grounds workers, food service supervisor and food service workers. Develop workforce excellence by providing quality management, training, and guidance to the SSM Is and staff. Directs and manages OCB’s personnel in compliance with personnel policies and procedures; participates in the hiring; ensures Workers’ Compensation cases are properly reported, addressed and monitored; determines staffing needs and assigns staff as needed; takes corrective action and disciplinary actions; represents the Department at State Personnel Board hearings; ensures OCB’s compliance with Office of Civil Rights, Equal Employment Opportunity, Reasonable Accommodations policy, and ergonomic evaluation. Provides oversight of approval and tracking staff attendance and travel and training requests. Sets priorities, goals, objectives, and work assignments. Assures all projects and reports are completed successfully and on time. Ensures subordinates have the necessary tools, training, and resources to meet operational needs and provide timely and quality customer service. 
20%
Provides policy and program evaluation and recommendations; develops, updates and reviews policies and practices of the OCB teaching curriculum and participant services. Directs and oversees participant development processes and activities; reviews and resolves participant issues; addresses inappropriate conduct from participants; ensures the oversight of student body activities; and ensures consumer satisfaction. 

20%
Plans, reviews, approves and manages OCB’s services and administrative budgets consistent with the Department’s Fiscal management procedures to ensure efficient and effective use of resources in regards to; budgeting activities, financial reporting, purchasing, procurement and contract processing. Ensures appropriate coordination and direction of vendors and providers of goods and services outside DOR for the support of OCB. Manages the OCB Trust Fund; provides staff support to Trust Fund Committee meetings; and implements financial decisions made by the Trust Fund Committee. Acts as ex-officio trustee for the American Printing House for the Blind federal quota program, and purchases educational materials to support and enhance the OCB training program.

10%
Serves as Chair of the Admissions Committee; oversees the admission and discharge of participants. Ensures DOR consumers are admitted into the residential training program in a timely fashion and OCB resident consumers are receiving timely and appropriate services to support and address their individual rehabilitative needs to promote independence and employment.

10%
Communicates with Deputy Director, Assistant Deputy Director and Central Office staff regarding status of OCB; receives guidance and takes appropriate action with DOR to coordinate appropriate support. Communicates verbally, in writing and via the proficient use of Braille for the purpose of communicating with other departmental employees, training sessions, departmental operations, inter-departmental meetings, conferences and public events as needed by the Department. Represents OCB and the Department at meetings, councils, advisory committees and conferences pertaining to issues and services for the blind. 

All Times: Responds to all inquiries and takes appropriate action in a timely manner; handles high level, complex, and sensitive community relations as a representative of the Department in the local communities; provides excellent customer service to both internal and external customers; interacts with consumers and coworkers in a professional manner with integrity and respect. 
MARGINAL JOB FUNCTIONS

5%
Performs other duties as assigned to enable continuous support and completion of functions that further the mission of OCB, to include, but not limited to, overseeing and instructing student interns and volunteers and represents OCB to the public via orientation tours, community meetings, and training panels.
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