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JOB ANNOUNCEMENT
Family Support Division
Assistant Supervisor, Business Enterprise Program for the Blind
Cole County
September 11, 2019
The Family Support Division is seeking applicants for the position of Assistant Supervisor, Business Enterprise Program for the Blind within Rehabilitation Services for the Blind.  This position will be based in Cole County at 615 Howerton Court, Jefferson City, MO 65109.
This is supervisory and related administrative work in the Division of Family Services in the area of specialized small business enterprises for blind and/or visually impaired persons.

The employee in this class assists the Supervisor, Business Enterprises for the Blind, in planning, developing and administering the business enterprises and vending facility programs of the Rehabilitation Services for the Blind. Work includes contact with private industries and government agencies concerning the development and operation of vending facilities and other enterprises. Work also involves participation in the supervision and training of all assigned to the business enterprises and vending facility programs for blind and/or visually impaired persons. 
JOB DUTIES:
· Assumes delegated responsibility for adherence to statutes, regulations and policies in administration of the vending facility and business enterprises programs.

· Assumes delegated responsibility for training programs for vending facility and business enterprises managers.

· Acts as liaison, as directed, with federal and state government representatives for discussion of new and upgraded food service operations.

· Assists in the organization and direction of programs, personnel and activities of the business enterprises and vending facility programs for blind and/or visually impaired persons.

· Assists in the development and monitoring of policies and procedures concerned with the purchase, installation, maintenance and repair of vending facility equipment; provisions of initial stock necessary to operate the facility; and security of equipment, stocks and other resources in the facilities.

· Works, as assigned, with personnel of vending machine companies and other private contractors and suppliers concerned with vending equipment and supplies.

· Carries out the activities necessary to maintain a central inventory of equipment purchased with public and private funds for managers in the vending facility and business enterprises programs.

· Assists in the performance of management services to promote vending facilities including marketing, advertising, management policies and procedures, personnel relationships, etc.

· Assists in monitoring the vending program to assure that vending machine companies pay the contracted commissions and provide stipulated services.

· Assumes supervisory responsibility for installation of new facilities and follow-up contacts to ensure development of quality food service delivery and efficient business practices.

· Serves as resource person to Area Coordinators, Business Enterprises for the Blind, in individual problem situations.

· Performs other related work as assigned.

QUALIFICATIONS:

Three years of technical, administrative or supervisory experience in the area of public or business administration, accounting, investigative auditing, procurement or professional experience in the area of rehabilitation of persons with disabilities, of which one year must have been in one or more of the specialized qualifying areas described below; and graduation from an accredited four-year college or university. 
(Graduate study in public or business administration, accounting, purchasing or closely related areas may be substituted on a year-for-year basis for the stated general experience.)

SPECIAL QUALIFYING EXPERIENCE:
· Experience as an Area Coordinator, Business Enterprises for the Blind.
· Management of a retail merchandising operation or comparable business experience providing familiarity with procurement, merchandising and record keeping.

· Experience as a Rehabilitation Counselor for the Blind, Rehabilitation Teacher for the Blind, counselor in a rehabilitation facility, or related professional experience.

· Program auditing to verify compliance with established criteria or accuracy of financial and/or performance records.

· Investigations of bidding and procurement procedures, storage security, record keeping systems, and contractual compliance to identify violations and/or recommend improvements
SALARY RANGE:  $1,683.67 - $1,745.17 semi-monthly
*Current FSD employees may receive a salary increase.
TO APPLY:  Individuals who meet the required qualifications as specified above and are interested in this position must fill out and send the DSS employment application (https://dss.mo.gov/hrc/pdf/mo886-1315.pdf), resume and any applicable transcripts by fax or email to Lisa Stephen at (573) 526-3674 or Lisa.Stephen@dss.mo.gov.  When emailing your application to Ms. Stephen, please specify which position and county you are applying for.
**Per provisions of the Americans with Disabilities Act, if you need assistance or special accommodations to participate in an interview, inform our office at the time you are called if selected for an interview.  

RECRUITMENT AREA:  Accepting applications from all qualified applicants.
APPLICATION DEADLINE:  September 25, 2019 by 5:00 p.m.
The Department of Social Services’ mission: We will lead the nation in building the capacity of individuals, families, and communities to secure and sustain healthy, safe, and productive lives.
Applications will be subject to review prior to scheduling interviews.
DSS IS AN EQUAL OPPORTUNITY EMPLOYER
