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POSITION SUMMARY

The County Administrator is an exempt position under FLSA that will be providing direct assistance to the Lincoln County Board of Commissioners. This position is responsible for the coordination and enforcement of resolutions, policies, rules, and regulations adopted by the board. The County Administrator will oversee all County departments with an appointed department head as well as the functions of human resources, purchasing, and other functions deemed necessary by the Board and will assist in establishing, monitoring, evaluating, and revising Department and County goals and objectives. Work is performed with a large degree of independence and is subject to review by the BOCC.
ESSENTIAL FUNCTIONS

· Present proposed policies, programs and plans to address County needs to the Board for review, revision, and approval; provide recommendations on matters within the scope of the administrative authority granted by the Board;

· Present an annual recommended operating budget and capital improvement program for review, revision and adoption by the Board and participate in the development of a long-term strategic plan for the County;

· Prepare and present estimates and projections of anticipated County revenue and expenditures to the Board for planning purposes;

· Coordinate and supervise the administrative operations of the departments of all County Department Heads appointed by the Board {"Appointed Department Heads") as well as employees not assigned a specific department head. All officers and employees thereunder shall be administratively responsible to the County Administrator;

· Provide coordination across departments and agencies under the direct jurisdiction, legal, or physical control of the Board;

· Collaborate with Elected County Department Heads to provide for efficiencies in administrative services of County departments under their jurisdiction, providing technical assistance, within proper scope of expertise and training to such departments as needed and fostering a spirit of cooperation for the benefit of the County;

· Enforce personnel policies and practices heretofore adopted by the Board for all Lincoln County Departments;

· Approve the appointment, compensation, discipline and change in status of personnel in the departments of Appointed Department Heads in accordance with established compensation and employment policies with approval of the Board. All employees affected by such decisions shall continue to have access to all appellate and other rights granted them by currently approved county personnel policies and applicable state law;

· Supervise and evaluate the performance of Appointed Department Heads, and all employees assigned, recommend compensation and / or disciplinary actions to the Board for consideration and approval;

· Enforce purchasing procedures for goods, services, equipment, and supplies needed in the administration of county government as approved, from time to time, by the Board, and ensure compliance with any applicable program or federal funding requirements;

· Execute contracts and other documents approved by the Board;
· Prepare the agendas for all Board meetings in accordance with County policy and provide information needed for each agenda item;
· Prepare or cause to have prepared such reports as the Board may require concerning operations of the county government and prepare plans and programs for consideration in anticipation of future needs and services;
· Within proper scope of expertise and training, prepare plans, policy statements, manuals, contracts, reports, documents, and correspondence as directed by the Board;
· Oversee and be the point of contact for specific services identified by the Board, including but not limited to IT contracts and facility security;
· Manage all special projects as directed by the Board;
MARGINAL FUNCTIONS

· Attend all meetings of the Lincoln County Board of County Commissioners;

· Monitor programs, budgets, income, and expenditures of all departments and funds and keep the Board informed of compliance and the financial position of the County;

· Manage County property that is under the authority of the Board;

· When requested, provide technical assistance to advisory and governing boards appointed by the Board, as appropriate;

· Monitor and provide regular reports to the Board concerning adherence by County departments to the personnel, purchasing, budget, accounting, and other administrative policies of the Board;

· Coordinate county programs and operations with other local governmental units, federal and state governments, and other governmental and nongovernmental entities and agencies;

· Identify potential grants for external funding of County projects and write, assist in writing, or procure professional services to write grant applications for submission and oversee any grant awards for compliance in accordance with established County policy and all regulatory agency requirements

· Identify and recommend individuals to the Board for appointment to county boards and commissions;
· Perform such other duties as shall be lawfully delegated by the Board 
County Administrator
Position Requirements

· EXPERIENCE:
This employee should possess at least 5 years of experience with Business Administration, Management, Human Resources, or Accounting. Employees are expected to acquire the necessary information and skills to perform the job reasonably well within six months of employment.

· EDUCATION:
A high school diploma or GED is required. A degree in Business Administration/ Human Resource or equivalent work experience in Business Administration/Human Resources/Accounting is preferred.
· TECHNICAL SKILLS:
This employee should have knowledge of federal and state employment regulations as well as organizational, administrative, and management principles and practices. Knowledge of budgeting processes, and familiarity with techniques related to short-term and long-term strategic and tactical planning processes are beneficial to this position. Employee must have the ability to deal with difficult individuals or situations, maintaining a polite and professional demeanor. Knowledge of computers and computer software, printers, calculators, typewriters and paper shredders is necessary for this position. This employee must possess a strong command of the English language and the ability to communicate effectively. This employee must have excellent organizational and public relation skills, and have the ability to maintain confidentiality.

· PROBLEM SOLVING:
Some problem solving exists in this position. Problems that this employee may encounter include resolving personnel issues and dealing with dissatisfied employees.

· DECISION MAKING:
Independent decision-making is a factor in this position. This employee makes decisions regarding the prioritization of daily assignments, budgets, matters involving employment and employee benefits, agendas, and the enforcement of policies.

· SUPERVISION:
This position acts under the direct supervision of the Board of County Commissioners. 

· FINANCIAL ACCOUNTABILITY:

This employee is responsible for County resources, equipment, and property. The Board of County Commissioners will request assistance with the budget process and ensuring departments stay within the budget.
· PERSONAL RELATIONS:
Daily contact with the general public, other employees and supervisory personnel is expected. Courteous treatment and consideration of others is required.

· WORKING CONDITIONS:
No adverse working conditions exist in this position. Working in an office setting with a computer and other office equipment is the primary aspect of this position. Occasional confrontations are to be expected. 

· PHYSICAL REQUIREMENTS:
Physical activity associated with working in an office setting with some lifting and carrying heavy objects is required. There is occasional kneeling, climbing and bending.

· ATTENDANCE:
Employees must be at their job performing essential duties on a regular and continuing basis with no excessive absences, using the time clock and leave time according to policy.
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