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JOB DESCRIPTION

	JOB TITLE: County Administrator

	JOB CODE:



	DEPARTMENT: County Commissioners
SUPERVISOR’S TITLE: County Commissioners

	FLSA STATUS:



	POSITION SUMMARY

The County Administrator plans, organizes, performs, and supervises central administrative functions for the county, such as budgeting, records and information management, accounting, finance, human resources management, etc. by providing a range of professional administrative services in support of ongoing department operations and activities. This position may supervise non-elected department heads and perform related duties as required.



ESSENTIAL FUNCTIONS

· Assist the department heads, directors, or County Commissioners in high level planning, organizing, staffing, directing, and coordinating the activities of non-elected county department heads to ensure optimum effectiveness in carrying out county functions and processes. Set goals and deadlines for non-elected county departments heads.

· Supervise and participate in analytical studies of organizational, budgetary and administrative problems within county departments and recommend improvements in departmental methods and procedures to promote optimal efficiency of county operations. Prepare and review operational reports and schedules to ensure accuracy and efficiency and analyze internal processes and recommend and implement procedural or policy changes.

· Develop and install management improvements and practices assigned to county departments through the use of research and analysis to ensure effective policies to guide county department’s staff and operations. This includes making decisions on procedures, forms, workflow and equipment use and preparing and/or supervising the preparation of operating manuals, guidelines, and organization and workflow charts. 

· Per Resolution 2020-04 administers all fiscal policies and procedures, prepare accurate and timely financial reports and monitor the operation of the counties’ accounting systems according to professional standards and applicable laws.

· Per Resolution 2020-04 coordinate project and program development processes by analyzing and projecting program needs, revenues, and expenditures; developing and recommending program budgets and allocations; and overseeing the payment of claims. 

· Manage and oversee human resources administration to ensure qualified staffing for operations in compliance with employment regulations and laws. This includes hiring, performance management and appraisal, training, overseeing any staff, terminating employment, and conducting disciplinary and grievance hearings. Assign work schedules for staff of technical and office support staff engaged in program administration activities and direct staff by determining the location, time, equipment, and personnel necessary to complete tasks and projects. 

· Per Resolution 2020-04 oversee the annual departmental budgets established by the County Commissioners to ensure the performance of the assigned areas of responsibility within budget. Monitor revenues and expenditures in assigned areas to ensure sound fiscal control and prepare annual budget requests. Ensure effective and efficient use of budgeted funds, personnel, materials, facilities, and time.

· Conduct advanced business processes and information system research and analysis to develop solutions to enhance and support county requirements and initiatives. This includes conducting county-wide needs assessments, including working with functional groups and internal business clients to develop short and long-term plans; conducting business process analyses and feasibility studies to determine the most effective and cost-efficient methods of enhancement and modification to existing business processes and system applications; and conducting preliminary cost/benefits analyses.

· Develop and implement methods and procedures to inform the public of current and proposed programs and projects and obtain the participation of interested citizens and groups in program development and operation. Compose and distribute press releases. Fulfill FOIA requests per MCA. 

· Prepare or supervise the preparation of narrative and statistical reports on a variety of administrative and management problems and issues within county departments. Review reports and prepare to explain and interpret contents to others.

· Perform customized, high-level correspondence externally and internally on various subjects related to departmental functions and performance to facilitate effective communications. Enter and retrieve data from electronic data processing systems; establish and update information, generate documents and update computer system files as needed.

· Act as a liaison with the County Attorney’s Office in ensuring department heads and County Commissioners receive accurate and timely legal advice. Review, analyze, and interpret legislation, in conjunction with the County Attorney’s Office for program compliance, review documents, in conjunction with the County Attorney’s Office, for legislative compliance.

· May obtain or assist in obtaining financing for county department projects by preparing for the issuance of bonds, obtaining grants and arranging for low interest loans from other sources. Coordinates county wide grant over-sight and tracking. Assist with coordinating grant seeking and grant administration activities for county departments.

·  Assist, when necessary, in preparing routine correspondence; perform internal and external customer service; maintain records, files and databases; take meeting minutes; assist professional staff with special projects; and respond to information requests.

· Supervise and participate in the recruitment, selection, and training of staff, and per Resolution 2020-04, act as Finance Officer as described in the Resolution. 

· Be responsible for and update Commissioners Calendar. Schedule meetings. Prepare and post meeting agendas per MCA.

· Represent the County before governmental agencies and community groups.

Non-Essential Functions:

· Attend workshops, seminars and educational sessions to keep updated on changes, trends and best business practices in assigned areas of responsibility.

· Research, organize, and coordinate a variety of special reports, summaries and related materials in support of ongoing county departmental activities.

· Perform a variety of miscellaneous duties such as running errands, picking up supplies needed for activities, coordinating or making arrangements for use of County facilities

· Perform other duties as assigned including but not limited to managing special projects, coordinating public meetings and community outreach programs, attending meetings and conferences, providing backup for other staff, participating in training and continuing education, etc.

JOB SPECIFICATIONS

Education and Experience:

The minimum qualifications for this position are typically acquired by a combination of education and experience including a bachelor’s degree in business, public administration, or accounting and two to three (2 to 3) years of recent job-related experience such as budgeting and fiscal management and general office operations. Equivalencies include an associate’s degree with coursework in business, public administration, or accounting and four to five (4 to 5) years of directly related experience.

This job description is not intended to be and should not be construed as an all-inclusive list of all the responsibilities, skills, or working conditions associated with the position. While it is intended to accurately reflect the position activities and requirements, the Clerk & Recorder reserves the right to modify, add or remove duties and assign other duties, as necessary.
.

Knowledge, Skills, and Abilities:

The position requires knowledge of the concepts and theories of public administration; including but not limited to budgeting, accounting, and management; county budgetary process; principles of communications and public relations; human resources; and office operations. The position also requires knowledge of advanced research and documentation methods and techniques; computers and electronic data processing; modern office practices and procedures; administrative techniques and principles of organization; accounting; budgeting; data collection, and preliminary analysis; report writing; application and use of basic statistics; interview techniques sufficient to obtain information related to employment and administrative matters; written and oral communications, including language mechanics, syntax and English composition; spreadsheet and word processing applications including basic methods of graphic presentations..

The position requires skill in fiscal projection and program budgeting and in the operation of a personal computer, spreadsheets, word processing software, department and county computer applications, and the Internet.

The position requires the ability to assess complex issues and determine their impacts on program operations and activities; interpret and apply well-defined administrative rules, regulations, and policies to determine how to take care of problems; effectively meet and deal with the public; communicate effectively verbally and in writing; maintain complex filing systems; handle stressful situations; work extra hours as required; compose original correspondence summarizing complex or far-ranging data; collect, compile and analyze qualitative and quantitative data; understand and explain laws, regulations and policies governing program operations; establish and maintain effective working relationships with management, employees, clients, and the public; understand program objectives in relation to departmental goals and procedures; organize and prioritize work assignments; use and understand common database, spreadsheet and word processing applications; learn specialized computer applications.

Education and Experience:

The minimum qualifications for this position are typically acquired by a combination of education and experience including a bachelor’s degree in business, public administration, or accounting and two to three (2 to 3) years of recent job-related experience such as budgeting and fiscal management and general office operations. Equivalencies include an associate’s degree with coursework in business, public administration, or accounting and four to five (4 to 5) years of directly related experience.

WORKING ENVIRONMENT

Physical Demands and Working Conditions: This is largely a sedentary role; however, some filing is required. This would require the ability to lift file boxes, open filing cabinets, and bend or stand on a stool as necessary. 

· The employee is constantly required to use hands to handle or feel objects and to keyboard.

· The employee is frequently required to sit, talk, write, listen and read.

· The employee may infrequently be required to stand, walk, climb, balance, stoop, kneel, crouch or crawl and reach with hands and arms.

· Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision and depth perception.

· The employee is infrequently required to lift and/or move up to 25 pounds.

· The noise level of the office is usually moderate.

· The employee may be occasionally required to travel in order to attend meetings.

Supervision Exercised: This position supervises non-elected county department heads

The above is intended to describe the key elements and requirements for the performance of this position.  Employees may be required to perform other related duties and activities not specifically stated in this document.
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