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Classification Specification
	

	
	2810400

	
	ADMINISTRATOR IV



Class Summary

The responsibilities of this classification include overseeing a variety of business, financial management and analytical services for a section and serving as key adviser and coordinator for multiple work programs. Typically, these administrative services impact a large section, one or more divisions, or a department.
Distinguishing Characteristics

This is the fourth level of the four-level Administrator classification series, which incorporates the business and financial responsibilities for a large operating section, division or department. Incumbents at this level coordinate, facilitate and implement organizational strategic planning and goal-setting; have authority to act in circumstances with a high degree of risk, consequence of error and policy impact; synthesize competing objectives to resolve matters of significant consequence with key officials and internal and external contacts; and manage multiple functions and projects that cross division or department lines. This classification is distinguished from the Project/Program Manager series in that work is not directed toward specific projects or programs. This classification is distinguished from the Business and Finance Officer series in that this position calls for primary responsibility for other administrative functions such as personnel, contracting and purchasing, in addition to finance, while the Business and Finance Officer series is primarily responsible for financial and business analysis, which typically would not include the above referenced administrative functions.

Examples of Duties (May vary by position)

1. Oversee financial and business management activities performed for the section, division or department, including developing and preparing the annual and long-term budget. Authorize expenditures and budget revision, monitor budget, develop corrective actions and prepare supplemental appropriations.

2. Direct the development and/or conduct quantitative analysis and modeling for research projects and make recommendations based on findings.

3. Administer and implement policies and procedures for personnel, purchasing, contracting, regulatory issues and other administrative activities.

4. Supervise the work of assigned staff. Provide quality check of technical work being performed by assigned staff and/or division or department staff.

5. Interpret and participate in the development of current administrative policies and procedures. Participate in the investigation and evaluation of human resource issues and concerns and make recommendations on resolutions. 

6. Develop and negotiate contracts and approve final selection.

7. Develop, coordinate and/or implement projects and/or programs to enhance services provided by the operating section/line of business, division or department.

8. Direct and/or analyze and assess internal systems and make recommendations on changes or revisions to improve business productivity and performance.

9. Act for the section manager of large operating /line of business, division manager or director. Represent the operating section, division or department on internal and external task forces and committees.

10. Act as the administrative services technical liaison with internal staff and external sources on business, financial and administrative matters as defined by division or department management. Develop and coordinate implementation of internal control policies and procedures.

11. Serve as key adviser to large operating/line of business, division or department management on business, financial and administrative matters.

12. Direct the research and analysis of proposed and current legislation, assess the impacts of legislation and make recommendations; advocate King County’s position within established parameters and provide expert testimony.

13. Negotiate intergovernmental agreements and make decisions on intergovernmental relations.

14. Participate in strategic planning efforts for the operating/line of business, division and/or department.
15. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Advanced knowledge of the principles and techniques of budgeting, project accounting, governmental accounting and economics

Advanced knowledge of analytic and statistical techniques and methods

Advanced knowledge of public, business, contracting and personnel administration

Advanced knowledge of strategic planning techniques and principles

Advanced knowledge of legislative and policy development process

Knowledge of labor relations and employment law

Knowledge of collective bargaining techniques and principles, including collaboration principles and techniques
Knowledge of the principles of organizational development

Knowledge of contract interpretation and administration

Knowledge of project management techniques and principles

Skill in research 
Skill in problem solving and conflict resolution 
Skill in negotiation
Skill in budget development and analysis
Skill in oral and written communications and presentations

Skill in understanding and writing technical reports

Skill in communicating and working with diverse populations and interest groups

Skill in working under deadlines and time constraints

Skill in developing and managing work plans

Skill in using project management techniques and principles

Skill in implementing and initiating programs or projects

Skill in performing a number of tasks or projects simultaneously

Skill in using word processing and spreadsheet software

Licensing, Certification and Other Requirements

Washington State Driver License or the ability to provide transportation to work locations with limited or no public transportation services (some positions).
Additional licenses and/or certifications determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	Administrator I, II, III and IV
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