Common Construction Wage (CCW) Hearing Officer

AGENCY:                   Indiana Department of Labor

JOB POSTING ID:    577178   

APPLY BEFORE:      December 30, 2011

LOCATION:               Indianapolis

HIRE SALARY:         $33,228
TO APPLY:                http://www.in.gov/spd/2334.htm
JOB DESCRIPTION:
The Common Construction Wage (CCW) Hearing Officer position is important to the continued efficiency in operations of the Indiana Department of Labor Wage & Hour Division. The CCW Hearing Officer serves local units of government in all 92 counties by arranging Common Construction Wage hearings as required by IC 5-16-7-1 to establish the common ("prevailing") wages paid on public work construction projects.

Substantial in state travel is required.  Approximately 75% of incumbent’s time is spent traveling within the State of Indiana.  The remaining time is spent attending meetings, giving presentations, publishing data, compiling reports, communicating issues and results, and performing administrative functions as needed.

Primary Duties:
· Ensure that the statutory requirements of the committee are upheld; recommend action by the Commissioner of Labor when statutory requirements are violated; 

· Ensure the Open Door Law is followed; recommend action by the Commissioner of Labor when Open Door notices do not occur in the time required; 

· Coordinate, schedule and communicate Common Construction Wage meetings; 

· Publish Common Construction Wage hearing notices as well as hearing scales on the agency website; 

· Serve as liaison between the Department of Labor and local units of government; 

· Build awareness of the Common Construction Wage law and process among government, business, labor and communities, including educational outreach, consultation and presentations; 

· Complete accurate and timely records and reports related to travel, work schedule and work activities; 

· Respond to public inquiries regarding procedures and laws relevant to the Common Construction Wage law. 

· Participate in projects to enhance the Wage and Hour division; 

· Attend staff meetings and present as requested; 

· Complete other duties, special projects and training as assigned. 

PREFERRED EXPERIENCE:
· Baccalaureate degree or four years of relevant experience strongly preferred; 

· Working knowledge and the ability to apply State laws and regulations with respect to Common Construction Wage; 

· Knowledge of agency functions, operations and purpose; 

· Excellent communication and presentation skills; 

· Proven skills in organization, prioritization, and follow up; 

· Ability to manage difficult situations with utmost professionalism; 

· Ability to maintain confidentiality; complete assignments within established timeframes; 

· Ability to effectively work with all levels of an organization; 

· Valid Indiana Drivers license and clean driving record.

