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Classification Specification
	

	
	1142100

	
	ADMINISTRATIVE SERVICES MANAGER



Class Summary
The responsibilities of this classification include overseeing administrative and financial functions for a large department.  Financial functions typically include one or all of the following areas:  accounting, financial analysis and budget and grants/contract management.  Administrative functions typically include any combination of the following support services:  technology-related functions, human resources, facilities and asset management, customer service or other areas of general administrative support.  The incumbent in this position has final responsibility for budget development and strategic plans and policies and supervises staff.  Incumbents represent the department to elected officials and the public.
Distinguishing Characteristics

This is a single level classification and is distinguished from other financial and administrative management positions in that this classification is the key person responsible for managing administrative and financial functions for a large department, while a Finance and Administrative Services Manager manages these functions at the division level.

Examples of Duties (May vary by position)
1. Oversee the finance, accounting and/or budget functions for the department including management of grant funds.  

2. Oversee a combination of primary administrative support functions for the department such as human resources, technology functions, facilities and asset management, customer account services, codes and contracts and general administrative support services.

3. Participate with other management staff in planning and implementing overall departmental objectives. Assist in the development of the department’s business plan including performance indicators and outcome measures.

4. Assess department projects and programs and their financial requirements, participate in developing strategic planning and implementation efforts for projects and programs.

5. Manage the budgets for the various administrative services assigned. Receive department budget proposals, determine priorities and compose budget documents. Represent the department at all budget hearings and meetings.

6. Serve as a member of the department’s management team.

7. Supervise the work of assigned staff.  Hire, assign and schedule work, evaluate performance and initiate disciplinary action when appropriate.

8. Analyze and interpret legislation, identify impacts and ensure resources and plans are prepared to remain in compliance with changing requirements.

9. Develop cooperative working relationships with elected officials, County administrators, and representatives of other governmental agencies, co-workers and the public. Make presentations and participate in negotiations regarding the administrative services and functions performed by the department.

10. Develop policies and procedures within areas of responsibility.
11. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Knowledge of local government financial administration

Knowledge of local government budget planning, analysis and management

Knowledge of local government human resources management principles and practices

Knowledge of policy development and analysis

Knowledge of strategic planning techniques and principles

Knowledge of management techniques and principles

Management and supervisory skills
Facilitation and problem solving skills

Analytical and research skills

Written and oral communication skills

Planning and organizational skills

Policy development and interpretation skills

Skill in planning, designing and managing multiple large scale projects simultaneously

Ability and skill in developing and maintaining cooperative working relationships with elected officials, County administrators, and representatives of other governmental agencies, co-workers and the public

Ability and skill in building consensus among individuals with conflicting viewpoints

Ability to apply quantitative and qualitative analysis and evaluate data for decision-making

Ability to work effectively in a political environment

Licensing, Certification and Other Requirements
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None
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