AHTD Classification Specifications

Titie: Effective Date: Grade: Job Category:
DBE Program Specialist May 11,2012 X Paraprofessicnal
Prior Title: Prior Effective Date: Grade: Page:

DBE Program Specialist August 24,2007 X 1ofl

CHARACTERISTICS OF WORK

This position is responsible for assisting the disadvantaged business enterprise (DBE) liaison officer and DBE
certification committee in coordinating and recording information to ensure compliance with the federal reguiations
pertaining to the DBE Program.

ExamrLEs oF WORK

The following examples are intended only as illustrations of various types of work performed. No attempt is made
to be exhaustive. Related, similar, or other logical duties are performed as assigned. The Department may require
employees to perform functions beyond those contained in job descriptions. The Department may modify job
descriptions based on Department needs. The Arkansas State Highway and Transportation Department is an "at
will” employer.

« Assist anyone wanting to become certified as a DBE firm by providing them with information
about the DBE program and the proper forms to complete.

Answer questions about the DBE program based on knowledge of the federal rules and
regulations.

¢ Keep a current listing of certified DBE firms.

» Maintain current DBE directory.

Prepare correspondence pertaining to the DBE program.

» Maintain and record DBE participation as contractors and subcontractors on highway constric-
tion jobs for the preparation of reports as required by Federal Highway Administration (FHWA).

MINiMUM REQUIREMENTS

The educational equivalent to adiploma from an accredited high school. Knowledge of construction contracts and
subcontracts. Knowledge of basic mathematics. Ability to effectively communicate by telephone, letter and
personal contact. Ability to read and interpret federal rules and regulations. Working knowledge of Microsoft
Word, Excel and Access. Knowledge of federal rules and regulations related to the DBE Program preferred.

("Accredited” means the educational institution or program is accredited by an accrediting organization
recognized either by the United States Department of Education or by the Council for Higher Education
Accreditation.)
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Arkansas State Highway and Transportation Department EEQ-approved:



