ADMINISTRATIVE MANAGER
DEFINITION
Under general supervision in the Sheriff’s Office, responsible for administrative functions in administration or security. Administration position:  oversee business management activities related to coordination of the department annual budgets, purchasing and accounts payable; handles department-wide cost accounting, payroll, master scheduling, major personnel activities; perform supervisory activities over support staff; and perform other assigned duties as required.  Security position:  coordinate daily operation of administrative functions to manage a correctional operation.  Provide management oversight, auditing and development of jail accounting; develop and oversee booking operation procedures; develop division budget and coordinate spending; participate in personnel activities and supervise support staff; and perform other assigned duties as required.

EXAMPLES OF DUTIES
Note:  These positions perform a wide variety of administrative functions (refer to position descriptions)

Administration:  Oversee the coordination and review of department budgets and accounting matters; perform all supervisory functions for the work unit; perform and coordinate departmental personnel matters; and oversee department-wide payroll and master scheduling.  

Security:  Perform various administrative and managerial functions including developing internal procedures for handling inmate monies, bail collection, daily bank deposits, transaction processing and distribution of funds per statutory guidelines; develop division budget; study needs, evaluate programs and make recommendations for purchase of records management systems, cash accounting systems, and inventory systems; perform in a supervisory capacity over support staff in the unit; coordinate contract, bid, grant and resolution activities; and participate in committees, task forces and study groups.  

EMPLOYMENT STANDARDS
Education and Experience:  Requires a combination of training and experience equivalent to a Bachelor’s degree and three years of professional experience performing varied and responsible governmental accounting or business management work and personnel administration, including one year of supervisory experience.  Prefer experience gained in a correctional setting.

Knowledge, Skills and Abilities:  Thorough knowledge of accounting principles and practices; some positions require broad knowledge of principles and practices related to personnel administration; knowledge of budgeting, purchasing and electronic data processing applications; knowledge of personal computer applications involving word processing, spreadsheets and access data software; thorough knowledge of automated record keeping and management information reporting systems; knowledge of supervisory techniques and methods; effective oral and written communication skills; ability to interpret, apply and comply with numerous union contracts, department and county policies and procedures and ordinances, including laws and complex court orders; ability to learn and apply complex state and county guidelines relating to accounting, personnel, purchasing and management information reporting systems.
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