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UNDERUTILIZED BUSINESS PROGRAM COORDINATOR
KIND OF WORK:  This is responsible support work in coordinating the activities of an Underutilized Business Enterprise Program for the employing jurisdiction.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for developing and maintaining a program with contractors, vendors, suppliers and underutilized businesses to assure compliance with the jurisdiction's Underutilized Business Enterprise Program requirements.  Work is performed under the immediate supervision of the Customer Service Manager or other superior and no supervision is exercised over other employees.

EXAMPLES OF THE WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in the positions of this class.)  Collects and enters data into a database and verifies information regarding prospective Underutilized Business Enterprise Program participants; receives UBE applications and evaluates them for accuracy and completeness; checks and verifies references; coordinates vendor and contractor UBE certification; monitors and assists contractor with the Equal Business Opportunity Plan, Joint Venture, and Mentor-Protege Programs; visits UBE offices to conduct "progress and concern" evaluations; assists contractors in identifying and contacting UBE participants to establish a sub-contractual relationship; assists vendors in obtaining business with MAWSS; makes preliminary reviews of bids and contract offers to insure the inclusion of an Equal Business Opportunity Plan; conducts quarterly UBE participant training sessions; meets quarterly with business contractors to discuss UBE program policy and compliance issues; provides information to interested parties; prepares and submits progress reports as required; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of modern record keeping and general office procedures; good knowledge of business English; good knowledge of Underutilized Business Enterprise Programs, Small Business Administration Programs or related programs; good knowledge of state bid laws and EPA guidelines; ability to accurately enter alphanumeric data; ability to interpret policies; ability to compile and maintain electronic records; ability to prepare reports; ability to conduct informational and limited UBE training programs; ability to operate a motor vehicle safely; ability to communicate effectively, both orally and in writing; ability to establish and maintain effective working relationships with officials, business contractors, UBE participants, other employees and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  A minimum of two years college level course work in business administration or closely related field and a minimum of one year's responsible experience in an Underutilized Business Program or Small Business Administration Program; or a combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENT:  Must possess a valid driver's license from state of residence.
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