TEXAS DEPARTMENT OF AGRICULTURE

TODD STAPLES

Commissioner

POSTING #12-895-1

POSITION DESCRIPTION

COMPLIANCE MONITOR
CLASSIFICATION TITLE:  Program Specialist III
SALARY:  B19  $3,765.00-$3,965.00/MO.
CLASSIFICATION NO:  1572
FLSA:  Nonexempt 

LOCATION:  Remote* (San Antonio) 

JOB OBJECTIVE: Conduct on-site compliance monitoring reviews of contracting entities (CEs) operating the National School Lunch Program (NSLP), School Breakfast Program (SBP), After School Care Program (ASCP) and Special Milk Program (SMP) to determine compliance with federal and state regulations.  Provide complex technical assistance to schools regarding the administration of child nutrition program regulations and their implementation into Child Nutrition.  Serve as a compliance instructor during summer workshops.  

ESSENTIAL DUTIES:
1. Conduct assigned on-site Coordinated Review Effort (CRE) compliance monitoring reviews each year for the NSLP, SBP, ASCP and SMP to determine compliance with federal and state regulations.
2. Consolidate information and data obtained during the on-site CRE reviews and enters into the Child Nutrition Program Compliance Monitoring System (CNPCMS)/TX-UNPS.

3. Assist in conducting reviews of large CEs as a team member.

4. Conduct reviews for CE’s participating in the Summer Programs.

5. Review, approve and process CE policy statements.

6. Teach two (2) to five (5) compliance courses at summer workshops.

7. Provide extensive, complex technical assistance as a subject matter expert to the CEs, unit, division, Education Service Center (ESC) agency and public.

8. Prepare and submit accurate and timely reports concerning monitoring and field activities.

9. Conduct special/complaint/financial reviews, as necessary.

10. Assist in developing training and curriculum materials.

11. Assist with special projects.

12. Investigate complaints from stakeholders (i.e., CEs, principles, parents, division, agency, ESCs and the public). 

NON-ESSENTIAL DUTIES:

13. Perform other duties as assigned.

QUALIFICATIONS/REQUIREMENTS (The application must specifically state how each of the following qualifications are met):  

· Graduation from an accredited four-year college or university (one year work experience related to the essential duties may substitute for one year of college);

· Minimum three years work experience conducting compliance monitoring reviews or interpreting and ensuring compliance with state and federal regulations;

· Work experience preparing and analyzing extensive, detailed technical reports;

· Must maintain a phone line and high-speed internet at all times (This is a non-reimbursable expense);
· Valid Texas driver’s license and an acceptable driving record;**

· Required to travel up to 65% of the work period.
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CLASSIFICATION TITLE:  Program Specialist III
SALARY:  B19  $3,765.00-$3,965.00/MO.
CLASSIFICATION NO:  1572
   FLSA:  Nonexempt    

KNOWLEDGE, SKILLS AND ABILITITES  (The application must specifically state how each of the following qualifications are met):  
· Effective verbal and written communication and human relations skills;

· Skill in providing excellent customer service to both internal and external customers;

· Skill in operating a computer with word processing, database and spreadsheet software;

· Ability to interpret and accurately apply the regulations of federal and state programs, such as the NSLP and SBP;

· Ability to interpret, accurately evaluate and apply review data to generate detailed, reliable and valid recommendations;
· Ability to work in a setting requiring self-motivation/cooperative decision-making and to work effectively with diverse groups of people;

· Ability to work effectively under pressure and meet strict deadlines while maintaining extreme attention to detail;
· Ability to multi-task in a fast-paced environment;

· Ability to plan, organize and work independently, as well as within a team environment;

· Ability to adapt successfully and quickly to change and deliver quality results in a timely manner;

· Ability to exercise sound judgment and discretion; and
· Ability to maintain the highest level of confidentiality.
PREFER:
Knowledge of USDA regulations for Child Nutrition Programs.
ENVIRONMENT/PHYSICAL CONDITIONS:  Must maintain a suitable, ergonomic home workspace that is free from unnecessary interruptions.  Work involves sitting and standing for various lengths (may be extended period) of time, and traveling by plane or car and frequently driving for long distances. Involves overnight travel.  May require working extended hours and some evenings and weekends, as needed.  Also, involves safely lifting and carrying items weighing up to 50 pounds.   

*
This remote position will office from home and reside (in the South Central Region) and be managed through the Austin headquarters.

**
A valid Texas driver’s license and an acceptable driving record are required.  TDA will verify this information with the Texas Department of Public Safety.
	The Texas Department of Agriculture is an equal opportunity employer and does not discriminate on the basis of race, color, religion, sex, national origin, age or disability in recruitment, selection, appointment, training, promotion, retention or any other personnel action or deny any benefits or participation in programs or activities which it sponsors.  Applicants should communicate requests for disability-related accommodations during the application process to our Human Resources Office at 512-463-7648.  1-800-RELAY TX (for hearing impaired).

Section 651.005 of the Government Code requires males, ages 18 through 25, to provide proof of their Selective Service registration or of their exemption from the requirement as a condition of state employment.

As part of the employment process, TDA may conduct a driving and criminal background check.  Unsatisfactory information relevant to the position may disqualify the applicant from employment.

Only applicants interviewed will be notified of their selection or non-selection.  Resumes will not be accepted in place of a completed application.

Website: www.TexasAgriculture.gov

Email: hr@TexasAgriculture.gov
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