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JOB OPPORTUNITY

Ohio Rehabilitation Services Commission

                                                          serving Ohioans with disabilities                  VN:  2009.16
CLASSIFICATION:  64571 – Business Enterprise Specialist 

SALARY:  $38,189 annually     PAY RANGE:  30
BASE RATE:  $18.36 per hour
POSITION NUMBER:  20011969

LOCATION:    Toledo BSVI/BVR
                        5241 Southwyck Blvd.
                        Toledo, OH  43614-1592                       



HOURS OF WORK:     8:00 a.m. - 4:45 p.m. (subject to flextime hours)
CONTACT PERSON:  Forward applications and transcripts to:

                                      Barbara Kiefer

                                      Human Resources, SW6D
                                      400 E. Campus View Blvd.
                                      Columbus, OH  43235
                                      614.438.1413 or barbara.kiefer@rsc.state.oh.us

APPLY ONLINE AT:     www.ohio.gov
POSTING DATE: June 11, 2009   APPLICATION DEADLINE: June 22, 2009 at 4:45 p.m.
PLEASE NOTE:  ALL APPLICATIONS MUST BE RECEIVED BY 4:45 P.M. ON JUNE 22.
Job Duties:
Provides management direction and consultation services to food service facility operators (i.e., individuals who are visually impaired and operating under the business enterprise program) in assigned facilities in region: provides operator copies of, and familiarizes operator with the “Business Enterprises Vendor’s Manual” and forms utilized by business enterprise program; instructs operator in preparation of reports required by program; informs the operator of his/her status in regards to federal, state, and local law as a retailer, a self-employed person, and an employer; advises operator in respect to business management, record keeping, merchandising and retail practices, food products, equipment, maintaining good relations with customers, employees and suppliers; prepares reports and other documents, maintains records, and communicates via E-mail using a personal computer with Microsoft software; recommends to operator persons for employment.  Inspects facility and ensures adherence to Health Department rules and regulations and Bureau standards for cleanliness: ensures proper food preparation techniques are utilized and working conditions are appropriate by all applicable standards; observes facility operations to evaluate quality control and efficiency of operations; develops, assists, and implements development of appropriate methods to lead to effective overall functioning of facility; provides and makes written quarterly report; conducts annual performance review of operator.  Ensures facility equipment is maintained in good repair; determines when equipment is in need of repair or replacement and initiates; determines replacement equipment and acquires when appropriate; conducts an annual physical equipment inventory; salvages unused equipment as appropriate. In conjunction with facility operator, establishes and monitors facility goals, to include sales and profits; reviews and certifies monthly operating reports used to determine amount paid by operator to program; recommends and/or initiates corrective actions when appropriate; determines need for additional food service equipment to maintain or increase sales.  Advises management in respect to potential facility locations and participates in designing and establishing new facilities (e.g., surveys prospective sites, negotiates with prospective grantors, contracts with architect, 
Job duties, continued

reviews plans, obtains required approvals, schedules/orders equipment and inventory); in conjunction with training coordinator, assists new operator until he/she is capable of assuming responsibility for his/her 
facility; participates in selection committee considering applicants for an assigned facility (e.g., reviews applications, participates in interview panel).
This position is headquartered in Lucas County, but requires extensive travel, including overnight travel, to assigned facilities in business enterprise areas.

Please note that this is not a telecommuting position.

MINIMUM QUALIFICATIONS:
2 years training or 2 years experience in business which included responsibility for sales, production, marketing and accounting or bookkeeping;
Or equivalent of Minimum Class Qualifications for Employment noted above.  

SELECTION PROCEDURES:

Applicants should submit an Ohio Civil Service Application (GEN-4268), stating the position for which they are applying, and must submit an official college transcript (copies are acceptable) to document any advanced levels of education.  Applications received without indication of the position applied for may not be considered.  All application materials must be received on or before the deadline date.  No additional materials will be accepted after the deadline date.  This position will be awarded in accordance to RSC selection procedure for AFSCME/OCSEA pay range 28 and above.   An assessment using paper/pencil and a personal computer along with an interview will be used  for this selection.
Applicants will also be required to sign a Supplemental Nepotism Statement and a Supplemental Employment Agreement stating that if they are subject to a lawful agreement or court order requiring payment of child support, that, as a condition of employment, they will pay all monies required in a timely fashion as provided in such agreement or order.

Rehabilitation Services Commission has in place a Clean Air/Smoking Policy which prohibits smoking in all offices and state vehicles.  This policy applies to all Rehabilitation Services Commission employees, visitors, and consumers.
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APPLICANTS MUST BE ABLE TO ESTABLISH AUTHORIZATION TO WORK IN THE UNITED STATES
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