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TITLE: County Manager  JOB CODE:  1001 

PREPARED: 6/30/03 FLSA: Exempt 

UPDATED: 6/7/12 REVISION #: 2 

 
Summary:  Under commission direction, serves as the chief administrator to promulgate and oversee the 
policies and directives of the Board of County Commissioners; plans, directs and coordinates the work of 
the County departments on behalf of the Board of Commissioners.   

 

Distinguishing Characteristics:  This is an appointed senior executive management position, subject 
only to policy direction.  This employee will be required to utilize his/her own initiative and experience to 
plan, organize and direct activities, set priorities and objectives on a County-wide basis.  The County 
Manager serves at the pleasure of the board of county commissioners. 

 

Essential Job Functions:  Performance of these functions is the reason the job exists.  Assigned job 
tasks/duties are not limited to the essential functions.  Incumbent(s) may not be required to perform all 
duties listed, and may be required to perform additional, position-specific tasks. 

 Selects and supervises staff; prioritizes, assigns and evaluates the work of County department heads; 
provides consultation and technical guidance as needed; provides developmental guidance and 
counseling to subordinates to improve their individual job performance. 

 Performs a variety of administrative activities, including budgeting, financial management, payroll 
processing and report processing. 

 Evaluates the County’s physical and service needs and financial resources; provides guidance for 
development and review of budget requests and program proposals; appraises County performance 
in relation to program objectives and priorities.  

 Directs the preparation of the County budget and presents budget proposals to the Board of 
Commissioners for approval; monitors budget expenditures and makes adjustments as necessary. 

 Provides executive leadership for major County functions; directs the development of short and long 
range plans and projects; interprets and prepares various data for studies, reports and 
recommendations; oversees the work of County departments internally and externally with local, state 
and federal agencies. 

 Represents the County in contacts with other local, state and federal legislative and executive 
representatives.  

 Negotiates and/or supervises the negotiation of all County contractual agreements subject to the 
limitations of law and Board direction and approval; administers and enforces agreements. 

 Prepares agenda reports and develops official responses on behalf of the Board of Commissioners. 

 Attends various meetings, including judicial and legislative hearings, to represent the interests of the 
County.    

 Provides research and makes recommendations to the Board of Commissioners on various 
programs, initiatives and other issues of major consequence to the County; communicates (verbally, 
in writing, and in person) regularly and effectively with the County Commissioners, keeping them 
abreast of current County situations. 

 

 



 
JOB DESCRIPTION 
County Manager  
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MINIMUM QUALIFICATIONS 

 

Required Knowledge and Skills: 

 Knowledge and experience in implementing the principles and practices of modern executive and 
administrative planning, management and control. 

 Knowledge of local, state and federal laws, regulations and policies applicable to the structure, 
functions, programs and practices in conducting public services through County government. 

 Knowledge and ability to evaluate program and facility needs. 

 Knowledge of supervisory principles, practices and methods. 

 Knowledge of County policies, procedures, rules and regulations. 

 Skill and experience in planning, developing and implementing policies, procedures, rules and 
regulations. 

 Skill and ability to understand, utilize, and apply laws and regulations. 

 Skill in effectively supervising, leading and delegating tasks and authority. 

 Skill and proficiency in effective oral and written communications. 

 Skill and ability to establish and maintain effective working relationships with staff, board members, 
local, state and federal officials, media, community organizations and the general public. 

 Skill to utilize technology proficiently, including the operation of a personal computer, software 
applications (including word processing, spreadsheets, email, internet, etc.), and cellular phones and 
related technology (e.g. texting). 

 Skill and personal ability to both follow and effectively communicate verbal and written instructions. 

 Skill and understanding to work independently or as a team member. 

 Skill in building teams and motivating subordinates to work collaboratively. 

 

Education, Experience, Certifications and Licenses: 

 Bachelor’s Degree in Public Administration, Business Administration or a closely related field. 

 Eight years of experience in business administration and/or local government administration is 
desirable, with a minimum of five years of managerial or supervisory experience desirable.  
(Experience working with government agencies and staff is desirable.) 

 Possession of a valid driver's license or alternate means of travel. 

 

Environmental Factors and Conditions/Physical Requirements: 

 Work is generally performed in an office environment. 

 Subject to standing, walking, sitting, bending, reaching, kneeling and lifting objects up to 20 pounds. 

 

Equipment and Tools Utilized: 

 Special Equipment includes computerized and conventional office equipment, calculator and a 
motorized vehicle. 

 


