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Support Services Administrator (Corrections)						
Grade:  10



FLSA: Exempt
Date:	3/21


Job Summary:  Highly responsible management-level professional supervisory and administrative position whereby the incumbent serves as a Section Chief in the Corrections Division and is responsible for the overall day-to-day functions and activities.  The position supervises, plans and coordinates activities, procurements, budget, contract management, and project management within the St. Mary’s  County Detention and Rehabilitation Center; provides professional guidance to correctional officer/staff; conducts staff meetings to discuss division changes/projects; ensures operational compliance with the Maryland Commission on Correctional Standards, Occupational Safety and Health Administration (OSHA), and other applicable standards and regulations; assists the Warden with the overall planning pertaining to the criminal justice system; represents the agency at meetings, conferences, and briefings; prepares the division budget; oversees the facility's sanitation, fire safety, maintenance, repairs and cleanliness; meets with other division captains and external agencies; provides valued input to the Warden concerning legal updates and best correctional practices; drafts agency policies, procedures, and other applicable standards/guidelines; available on a 24 hour basis to handle emergency situations; and performs other duties and tasks assigned, which may not be specifically listed.



Essential Functions:

1. Develops and contributes comprehensive long and short-range strategies designed to achieve the goals and objectives of the St. Mary's County Adult Detention and Rehabilitation Center.
2. Train, select, interview, evaluate, supervise and provide technical management for all units under his/her section to include but not limited to Records Management; Financial Management/Payroll and Scheduling; Inventory and Supply; Maryland Commission on Correctional Standards (Audit Compliance); Procurement; Inmate Programs; Community Supervision; Facilities Maintenance, and Receptionist Window;
3. Provide counsel and guidance on human resources, fiscal, budget, procurements, records, information technology, correctional practices, Maryland Commission on Correctional Standards and Federal mandates such as the Prison Rape Elimination Act (PREA);
4. Forecast, develop, and administer comprehensive budgets based upon approved programs as well as new initiatives, resource parameters, technological enhancements, and Sheriff's Office Policies and Procedures; exercises internal fiscal control; reviews capital proposals and contracts.  Approve and supervise Corrections Division accounting, costing and billing, and procurements;
5. Contracting Officer Representative for all Detention Center Contracts and Procurements monitoring contract compliance, giving direction to contract managers and initiating corrective action to ensure compliance with policy and procedure, federal, state and local laws.  Monitoring all areas to include operational and compliance with contract financial obligations;
6. Researches, analyzes and approves technical performance reports, correspondence, and contracts, reviews, evaluates and makes recommendations regarding areas of responsibility;
7. Formulates and implements policies and procedures in accordance with applicable federal, state, and local laws designed to ensure public safety for the safe, secure and lawful detention of offenders, awaiting trial and sentenced to ensure best correctional practice;
8. Compliance manager for the Maryland Commission on Correctional Standards Audit giving guidance and direction to ensure compliance with the standards for an Adult Local Detention Center.  Source of knowledge and training in compliance criteria.  Ensure quality standards are met;
9. Plan, develop and implement measures to ensure relevant correctional statistical data is maintained.  Performing relevant and comprehensive trend analyses, to include inmate population trend, Prison Rape Elimination Act compliance.  Responsible for the review of statistical reports prepared by Corrections Division Staff to ensure accurate and complete submissions.  Develop detailed Corrections Division presentation materials;
10. Increases professional knowledge through attending workshops and conferences, active participation in professional associations and activities, and reading professional and local publications;
11. Responsible for planning, organizing, documenting, managing and executing small and large projects from inception to completion.   Assign/delegate individuals or teams to tasks with projects, while creating and managing detailed schedules throughout project duration.  Responsible for budget management and the completion of projects within stated budgets.  Conduct risk analysis to identify potential issues in relation to resources, timelines and reporting of issues;
12. Corrections Division Project Manager for Local Jail Construction Projects, i.e., Adult Detention Center Upgrades Project ensuring operational requirements, physical and federal, state and local regulations in regard to an adult place of confinement.
13. Formulate, write, revise, modify and submit periodic reports for the St. Mary's County Detention and Rehabilitation Center;
14. Acts as a liaison between Contractors, Federal, State, and Local Governmental agencies whose policies, laws, regulations, and directives impact upon Detention Center activities, operations, projects and programs;
15. Willingly and cooperatively perform tasks and duties assigned which may not be specifically listed in the position description but are within the general occupational category and responsibility level typically associated with the employee's class of work.



Required Knowledge, Skills, and Abilities:  

1. Advanced knowledge of management and operations in a local correctional facility;
2. Knowledge and technical understanding of critical infrastructure systems essential to maintaining the security and integrity of a correctional institution;
3. Ability to gain an advanced knowledge of Sheriff’s Office Administrative and Operations Manual and St. Mary’s County Government policies and procedures;
4. Ability to act as a representative of the Office of the Sheriff to the public;
5. Knowledge of the principles, practices and procedures of a detention facility;
6. Knowledge of the laws, statutes, and ordinates of the State of Maryland and St. Mary’s County; 
7. Knowledge of the laws, statutes, and ordinances of the State of Maryland and St. Mary’s County; 
8. Ability to keep the Warden and all senior level managers informed of all major issues and programs and recommend changes as appropriate;
9. Ability to review, evaluate, and initiate appropriate action on technical and legal reports, contracts, and documents concerning detention and rehabilitation center matters;
10. Ability to establish and maintain effective working relationships with upper level managers, county officials, associates, subordinates and representatives from other agencies;
11. Knowledge of electronic resources, including the internet and database information retrieval;
12. Ability to operate relevant computer systems, including hardware and software;
13. Expert ability to work alongside law enforcement personnel, correctional personnel, and civilians and contractual civilians of the Office of the Sheriff.
14. Ability to pass a comprehensive background.



Additional Requirements: 

1. Must be 18 years of age, possess a valid Maryland State Motor Vehicle License and be a U.S. Citizen or a resident alien;  
2. Must be available on a 24-hour basis to handle emergency situations.

3. 

Education and Experience: 

1. Bachelor’s degree in Business Administration or Criminal Justice or closely related; 
2. Three years or more experience more of related professional experience, or additional education in a specialized area;
3. Or equivalent technical training, education and/or experience.

Physical and Environmental Conditions: 

Work is performed in the secure confines of the adult detention and rehabilitation center and 
requires light physical effort in the handling of light materials or boxes and tools or equipment in non-strenuous work positions up to 30 pounds and/or continual standing or walking of 10%/+ of the time.

The work environment involves high risks with exposure to potentially dangerous situations or 
unusual environmental stress and physical threat which require a range of safety and other precautions, e.g., aggressive human behavior, or similar situations where conditions cannot be controlled.


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.


I certify that this is an accurate statement of the essential functions and responsibilities of this position.


_________________________					______________
HR Representative							Date


Your signature below indicates that you have received a copy of this position description.



_________________________					______________
Employee’s Signature						Date
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