Job Title:
County Administrator



PJC—Requesting Exempt Classification

Function:
Functions as chief administrative officer in supervising the daily operations of the County’s administrative matters with the primary goal of improving the general efficiency of administration as consistent with all laws, rules and regulations.  Appointment will be by the Legislature for a four-year term.

Education:
Bachelor’s Degree in Business or Public Administration. 

Experience:
Three years of management experience in Public Administration.

Residency:
The appointee need not be a resident of Schuyler County at the time of appointment, but shall become so within ninety days of appointment and remain so during the term of office.  Failure to become a resident or remain a resident shall be cause for dismissal by the Legislature without other or further notice and without benefit of the removal provisions of the New York State Civil Service Law.

Responsibilities:

· Study the current organization of all County departments and recommend such changes in personnel, finances and structures as deemed necessary to meet this objective.

· Perform all the duties now and hereafter conferred or imposed upon the office by law or directed by the Legislature.

· Provide and coordinate staff services to the County Legislature and its various committees.

· Coordinate the activities of the various County departments and agencies.

· Support and supervise all department heads in order to assure the smooth implementation of Legislative policies and procedures with a particular emphasis on the provision of consistent and fair departmental goals, objectives, staffing practices and operational procedures.

· Coordinate between departments in order to eliminate redundant activities or organizational overlap.

· Work with each department on the development of an annual plan (goals), which will then be combined into a single plan for County government submitted to the Legislature for their consideration and approval.

· Will recommend to the Legislature the appointment and/or dismissal of all non-elected department heads.

· Will develop, with each department head, an individual performance program what will serve as the basis for an annual evaluation by the County Administrator who will then recommend to the Legislature any changes to salaries or benefits as consistent with the current salary plan.

· Serve as County Budget Officer.

· Work with the various department heads and members of the Legislature to formulate a draft budget plan for consideration and approval by the Legislature.  

· Manage an appropriate set of budgetary controls, which will serve as the basis for the monitoring of expenditures.

· Report expenditures to the Legislature on a regular basis.

· Review and approve all departmental travel requests.

· Oversee the disposal of obsolete equipment, materials and supplies.

· Assist all department heads in the initiation and preparation of grant requests and recommend the disposition of each to the Legislature, paying particular attention to anything that will require the County to make an additional expenditure or items that will cause conflicts between the several departments or with existing Legislative policies and procedures.

· Provide the Legislature with data and analyses that they need for policy consideration, including collective bargaining.

· Sit as a member of the management team in all collective bargaining activities.

· Formulate data that will measure the impact of Legislative proposals and decisions on the tax base and economic development goals established by the Legislature.

· Aid the Legislature in evaluating proposals and make recommendations concerning same.

· Advise the Legislature in developing policies and procedures promoting economy and efficiency in government.

· Undertake administrative and management studies and make recommendations regarding the results thereof to the Legislature.

· Act as liaison between the Legislature and political subdivisions, state and federal officials and agencies.

· In consultation with the Chairman of the Legislature and County Attorney, determine what officer shall perform a duty not clearly defined or specified by law.
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