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County Administrator 

Grade:  AE

FLSA: Exempt

Date:
06/18

Job Summary:  Plans, directs, and assesses the work of County departments to facilitate the achievement of County goals and objectives; provides supervision of departmental actions, budgetary and fiscal procedures, administrative actions, and personnel actions in accordance with the policies and directives of the County.


Essential Functions:
1. Develops, in conjunction with department heads, comprehensive long and short range strategies designed to achieve County and departmental goals and objectives;

2. Assists with the operation of the Office of the County Commissioners and coordinates staff activities of all functions under the Commissioners’ direct jurisdiction;

3. Formulates and enforces policies and procedures governing the administration of various county administered programs;

4. Directs and participates in the review and analysis of County operations; 

5. Appraises and adjusts budgetary needs and resources among programs and functions in conjunction with appropriate officials;

6. Acts as a liaison between Federal, State, and Local Governmental agencies whose policies, laws, regulations, and directives impact upon departmental and County activities, operations, projects, and programs;

7. Maintains custody of and affixes County Seal to legal documents, deeds, ordinances and resolutions;

8. Oversees the administration of the personnel merit system;

9. Develops and implements procedures for the expeditious flow of administrative work;

10. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain advanced knowledge of St. Mary’s County Government policies and procedures;

2. Ability to act as a representative of St. Mary’s County Government to the public;

3. Extensive knowledge of the principles, practices, and procedures of public administration; the functions and typical organization of County government; of supervisory and office management methods; and of the legislative process at the State level;

4. Advanced knowledge of governmental fiscal policies, procedures, and legal mandates including the budget process;

5. Extensive knowledge of the laws, statutes, and ordinances of the State of Maryland and St. Mary’s County;

6. Ability to keep the Board of County Commissioners and all relevant parties informed of all major issues and programs and to recommend changes as appropriate;

7. Ability to supervise, plan, and coordinate the work of diverse staff in order to accomplish County goals and objectives;

8. Ability to review, evaluate, and initiate appropriate action on technical and legal reports, contracts, and documents concerning departmental matters;

9. Ability to establish and maintain effective working relationships with county officials, associates, subordinates, representatives from other agencies, and the general public;

10. Knowledge of electronic resources, including the Internet and database information retrieval;

11. Ability to operate relevant computer systems, including hardware and software.


Education and Experience: 
1. Master’s degree in relevant field;

2. Ten years or more of related experience, at least five of which should be in a supervisory/managerial capacity.

Supervision:

Supervisor:  Commissioners of St. Mary’s County
Supervises:  Communications Director, Administrative Assistant to the County Administrator,   

                     County Department Directors
Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe work place practices with office equipment, and/or avoidance of trips and falls. 


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.
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