" MASSACHUSETTS DEPARTMENT OF PERSONNEL ADMINISTRATION
CLASSIFICATION SPECIFICATION

PROGRAM COORDINATOR SERIES: APPROVED

Program Coordinator | R JUL 1987

Program Coordinator i . :

Program Coordinator I} ' Department of Personnet
‘ Administration

S MMARY ERIES:

lncumbents of positions In this serles coordinate and monitor assigned program activities;
review and analyze data concering agency programs; provids technical assistance and
advice to agency personnel and others; respond to inquirles; maintain lialson with various
agencies; and perform related work as requlred

The basic purpose of this work Is to coordinate, monltor, develop and Implement
programs for an assigned agency

R ANIZAT ALLEVE

W is the first-level supervlsory jobin thls serles.
Program Coordinator i is the second-level supetvlsow job ln this series.

Program inator Hif is the third-level supervisory job in this series.
EXAMPLES OF DUTIES COM N TO ALL LEVELS IN SERIES:

1. Coordinates and monitors assigned program activities to ensure effective
operations and compﬂance with estabushed standards. -

2. Reviews and analyzes data concerning asslgned agency programs to detennlne
progress and effectiveness, to make recommendations for changes in
procedures, guidelines, etc. and to devlse methods of aocomplishlng program
objectives. : .

3. Provides techrplcal assistance and advice to agency personﬁe( and others
concerning assigned programs to exchange information, resolve problems and to
ensure oompllance with establlshed policies, prooedures and standards.

4.  Respondsto lnqulrles from agency staff and others to provide information

- concerning-assigned agency programs. -

5. Malntalns flaison with varlous private, focal, state and federal agencles and others
to exchange information and/or to resolve problems.

6. Performs related duties such as attending meetings and conferences; maintaining -
 records; and preparing reports.
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DIFFERENCES BETWEEN LEVELS IN SERIES:

Program rdinator Il
Incumbents of positions at this level and higher also:
1. Provide on-the-job training and orientation for employees.

2. Develop and Implement procedures and guidellnes to aooompllsh assigned
. agency program objectives and goals .

3. Review reports, memoranda, ete. for completeness, accuraby and content.

4, Cbnfer with management staff and other agency personnel in order to determine
program requirements and avallability of resources and to develop the criteria and

» standards for program evaluation.
5. Evaluate program activities In order to determine progress and effectiveness and
" to make recommendations concemlng changes as needed.
Program tor i
Incum ' iti this level al

1. Develop and lmp|ement standatds to be used In program mnltodng and/or

evaluation.
2. Overseeand mon!toractivltlesdthe asslgnedunlt.

3. Confer with management staff and others in order to provide information
conceming program implementation, evaluation and mon!toﬂng and to define the

'purposeandscopeofproposedpfograms
REl NSHIP RS:

. Major work contacts are with agency staff, various local, state and federal agency

personnel and the public.
ERVISION RECEIVED:

" Pr - i I: _ ' _
 Incumbents of posttions at this level recelve direct supervision from employees of higher

grade who provide training and Instruction, assign work and review performance for
effectiveness and conformance to laws, rules, regulations pollcy and procedures

. Pro ordinator U: | -

Incumbents of positions at this level recelve general suparvision from employees of higher
grade who provide guidance on policy and procedurs, assign work and review
performance for effectiveness and conformance to laws, rules, regulations, policy and
prooedures
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Progtam rdinator lii:

Incumbents of positions at this level receive general supervision from employees of higher
grade who provide policy guidance, assign work and review performance for effectiveness
and conformance to laws, rules, regulations, policy and procedures.

SUPERVISION EXERCISED:

Program )Qr inator {:

Incumbents of positions at this level exercise direct supervision (l.e., not through an
intermediate level supetvisor) over, assign work to and review the performance of 1-5
professional, technical, administrative and/or other personnel; and may exercise i
functional supervision (l.e, over certain but not all work activitles, or over some or all work

activities on a temporary basis) over 1-5 professional, technical, administrative and/or
other personnel. _

Pr m Coordinator {l:

incumbents of positions at this level exercisa direct supervision (l.e., not through an

- intermediate levei supervisor) over, assign work to and review the performance of 1-5

professional, technical, or administrative personnel; and indirect supervision (L.e., through
an intermediate level supervisor) over 1-5 professional, technical, admlnlstmtlve and/or

- other personnel

rogram ¢ inator {ii:

Incumbents of positions at this levél exerclse direct supervision (L.e., not through an
intermediate level supervisor) over, assign work to and review the performance of 1-5

. professional personnel; and indirect supetvision (i.e., through an intermediate level

supervisor) over 6-15 professional, administrative, technical and/or other personnel.

WORKING CONDITIONS:

Program Coordinators work in a typical office environment with no unusual working
condlitions and may be required to travel for job-related purposes.

ALIFICATIONS REQUIRED AT HIRE FOR ALL LEVELS IN SERIES:
1. Knowledge of the principles and practices of human resource management
- Including behavioral techniques, planning, foremsting, organizational
development. ete.

2. Knowledge of work slmpllﬂcatlon methods.

3. Knowledge of the methods used In the preparation of charts, graphs and tables.

4, Knowledgé of ihe methods of general report writlng. -

5. Ability to understand, explain and apply the laws, rules, regulations policies,
procedures etc. governing assigned unit activities.

6. Ability to analyze and determine the applmbutty of data, to draw conclusions and

- make appropriate recommendations.
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Abllity to gather information by examlnlng records and documents and by
questioning individuals.

Abllity to assemble items of information in accordance with established
procedures. ;

. Ability to determine proper format and procedure for assembling ftems of

information.
Abliity to malintain accurate records.

Abliity to prepare and use charts, graphs and tables.

‘Abllity to prepare general reports.

Ability to write conclsely,' to express thoughts clearly and to develop ideas In
logical sequence. '

.Abliity to follow written and oral instructions.

Abiiity to give written and oral instructions In a precise, understandable manner.
Ability to communicate effectively in oral expresslon

Ability to supervise, including plannlng and assigning work according to the nature
of the job to be accomplished, the capabiities of subordinates and avallable
resources; controlling work through periodic reviews and/or evaluations;
determining subordinates’ training needs and providing or arranging for such

: motivating subordinates to work effectively; determining the need for

- training
disciplinary action and elther recommending or lnltlatir}g disciplinary action.

Ability to establish rapport with others.
Ay to establish end malntain harmonlous working refationships with others.
Abliy to deal tactfully with others.

. Ability to adjust to varying or changlng situations to meet emergency or changlng

- program requlrements

Abmty to exercise sound judgment.
Abliity to exercise discretion in handling oonﬁdermal lnformation

‘Knowledgé of the principles, practices and techniques of supervision.
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1ifi ﬂnr Irod at hire for Pr. m Inator Il il

Abillity to coordinate the eﬁorts of others In accomplishing asslgned work
objectives. ‘

QUALIFICATIONS ACQUIRED ON JOQB AT ALL LEVELS IN SERIES:

1.

Knowledge of the laws, rules, regulations, polices, procedures, Speclﬁcatlons,
standards and guldetines governing assigned unit activities.

Knowlledge of the organizational structure and functions of the assigned agency.

Knowladge of the proper procedures for maklng and recelving agency telephone
calls.

Knowledge of the types and uses of agency forms' '

Knowledge of the laws. rules and regu!atlons govemlng the state personnel
system

Knowledge of state budgetary procedures relatlng to positions, salaries and
personnel servlces

Knowledge of the laws, rules, policies and procedures govemlng Federal Grant
Admimstratlon

" Knowledge of state procedures govemlng the purchaslng and requisitioning of
'SUpplles and equipment

o Knowledge of state accounﬂng and budgetary procedures lndudlng terminology.

INIM

T

Knowiedge of the prlnclples. practioes and technlques of supervlslon.
EQUI EN

.lt

Applicants must have at least (A) two years of fullotlme. or equivalent part—tlme.
professional, administrative or-managerial experience In business admilnistration, business

' management or public administration the major dutles of which involved program

managemient, program administration, program coordination, program planning and /or
program analysis, or (B) any equivalent combination of the required expeﬁence and the

‘ substrtutions below

ions:

A Bachelor's or higher degree with a major In business administration, business

. management or public adminlstratlon may be substituted for the required

expedence *
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1l A Bachelor’s or higher degree with a major other than in business administration,
business management or public administration may be substituted for a maximum
of one year of the required experlence.*

*Education toward such.a degree will be prorated on the basls of the proportion of the
requirements actually completed.

I m rdinator il

Applicants must have at least (A) three years of full time, or equivalent part-time,
professional, administrative or managerial experience in business administration, business
management or public administration the major duties of which involved program
management, program administration, program coordination, program planning and /or
program analysis, or (B) any equivalent combination of the required experienoe and the
'substitutions below.

Substitutions:

I A Bachelor’s degree witha major In business admlnlstratlon business
management or public administration may be substituted for a ma>dmum of two
years of the required experience.*

It A Graduate degree with a ma]or in business administration, business management
.o publlc administration may be substituted for the required expedence

et W ABachelors or higher degroe with a major other than in business administration,
. : n T business management or public administration may be substituted for a maximum
of one year of the required experience.*

*Education toward such a degree wili be prorated on the basis of the propomon of the
requirements actually completed.

roqram Coordinator Hi:

Applicants must have at least (A) four years of full-time, or equivalent part-time,
professional, administrative or managerial experience in business administration, business
management or public administration the major duties of which involved program
management, program administration, program coordination, program planning and/or
program analysis, and (B) of which at least one year must have been In a supervisory

- capacity, or {C) any equivalent combination of the required experience and the

_ substitutlons below.

L A Bachelor’s degree with a major in business administration, business -
management or public administration may be substituted for a maximum of two
_years of the required (A) experience.*

i A Graduate degree with a major in business admlnlétratlon business management
- ot public administration may be substituted for a maximum of three years of the
required (A) experience.*
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I1l.~" - A Bachelor's or higher degree with a major other than In business administration,
business management or public administration may be substituted for & maximum
of one year of the requlred (A) experience.* :

*Education toward such a degree will be prorated on the basis of the proportlon of the
requirements actually completed.

NOTE: No substitutions will be permitted for the required (B) expeﬁence.
SPECIAL REQUIREME

Based on assignment, possession of a current and valid Massachusetts Class 3 Motor
Vehicle Operator's license may be requlred '

‘ OwUpatlonal Group 12 ‘

Revised 2/90

APPROVED

JUL 1697

artment of Fersonnel.
Administration






