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Classification Specification
	

	
	1300100

	
	OPERATIONS MANAGER



Class Summary
The responsibilities of this classification include managing, directing and administering the daily operations of multiple County owned facilities. Supervise assigned staff. Incumbents plan, coordinate and lead the execution of Department and/or Division initiatives and goals. 
Distinguishing Characteristics

This is a single level classification. The Operations Manager works in partnership with the Agency Director to plan, establish, communicate and oversee achievement of agency goals and objectives.  The Operations Manager has general knowledge in all areas of the agency, and communicates to internal and external audiences as an authoritative representative of the Agency Director. Incumbents may supervise staff directly or through subordinate supervisors/managers. Incumbents manage building operations, maintenance and construction and remodeling projects. 
The Operations Manager classification is distinguished from the Administrative Services Manager and the Finance and Administrative Services Manager classification in that the Operations Manager is primarily responsible for managing, directing and administering the daily operations of multiple County owned facilities, not the financial and administrative service sections of a department or division.
Examples of Duties (May vary by position)

1. Plan, establish, communicate and oversee achievement of goals and objectives; analyze programs, projects and recommendations.  
2. Develop and monitor annual budget; research and identify resource needs for operating capital and equipment; recommend and justify annual budget; evaluate and adjust planning, budgeting and organizational structure as needed.
3. Manage work of operations staff; hire, train, coach, evaluate, discipline and terminate staff; resolve employee concerns and grievances; participate in labor negotiations.

4. Oversee lease arrangements and service level agreements; ensure that facilities meet safety and regulatory requirements. 

5. Plan, develop and implement information reporting systems; examine best practices; improve systems and structure for effectiveness and efficiencies; ensure systems and processes meet legal requirements, business needs and expectation.

6. Analyze and interpret policies, procedures and guidelines.

7. Respond to concerns of citizens and customers; resolve complaints and issues.

8. Oversee the work of outside contractors.  

9. Represent the division on internal and external committees.

10. Advise and provide management support on litigation or administrative proceedings as needed.
11. Develop and effectively maintain relationships with department and division directors, senior managers, and other agency partner staff throughout the County. 

12. Complete a wide variety of both on-going and short term projects as assigned.
13. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of assigned agency’s business and specific technical skills (based on assignment) 
Knowledge of principles and techniques in strategic planning, project management including resource and budget allocation and organizational and time management, and the application of best practices
Knowledge of principles and techniques of public sector management 

Knowledge of current human resource management theory, principles and practices 

Knowledge and experience managing, supervising, motivating and coaching staff

Knowledge of procurement techniques and procedures

Knowledge of fund accounting, budget development and financial management

Skill in working with elected officials, the general public and external entities
Skill in communicating effectively verbally and in writing
Skill in supervising and managing support staff

Skill in making effective formal presentations to diverse audiences including executives, County officials, senior managers and committees with diverse opinions and considerations

Skill in interpreting, advising, explaining and applying pertinent laws, rules, regulations, policies and guidelines

Skill in building consensus among individuals with conflicting view points and convincing others to take action 
Skill in gathering, analyzing and synthesizing data; skill in effective paper and report writing

Skill in effectively managing complex, highly visible and politically sensitive issues and projects

Skill in problem-solving, conflict resolution and decision making

Skill in handling multiple competing priorities

Skill in effectively using current office word processing, spreadsheet, database and email software programs
Time management, planning and organization skills

Licensing, Certification and Other Requirements

Some 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
	None

	Class History
	Created
10/2003

	
	Revised 
4/2006 Revised language to generic for use by any agency

	
	Updated 
1/2008 Changed font and format


Page 2
Operations Manager

1/2008 Version

[image: image1.png]