ALLEGAN COUNTY

COUNTY ADMINISTRATOR

General Summary

Under the direction and oversight of the Allegan County Board of Commissioners as a body, serves as the Chief
Administrative Officer of the County and performs a wide range of difficult-to-complex administrative activities that
serve to support effective and efficient county government operations; advises and assists the Board in planning, policy
and operational matters; and directs and coordinates the administration of county government in accordance with
policies and directives issued by the Board as a whole, pursuant to all applicable state and federal laws and regulations.

SCOPE OF RESPONSIBILITY AND AUTHORITY

The County Administrator is responsible for the following departments: Budget and Finance, Central Dispatch,
Equalization, Facilities Management, Health Department, Human Resources, Information Services, Land Information
Services, Senior and Veteran Services, Transportation and Public Defender and performs the full range of managerial-
oversight functions. Acts as final appointing authority and retains authority over organizational structure, budget,
staffing levels and configuration, financial management, planning, administrative policy development and
implementation, performance management and prioritization of fiscal, human and capital resources.

The County Administrator carries overall responsibility and authority for the “business” and service delivery aspects
of Allegan County government. In matters of governance and public policy, the position oversees the implementation
and administration of Board-established policies. The administrator helps maintain good working relationships
between the Board’s office and other elected officials.

Essential Functions

1. Works with the Board to understand their vision and strategic policy direction. Assists the Board in
developing and managing public policy matters. Oversees staff implementation of Board goals and policies.
Directs and oversees near-term and long range work planning: goal setting, prioritization, funding,
monitoring and reporting.

2. Provides assistance to the Board and committees of the Board to facilitate action on matters requiring their
attention (based on County policy) and is a liaison to other boards and agencies. Investigates and researches
various issues and projects assigned by the Board and reports the results with possible alternatives and
recommended courses of action. Provides a recommendation on all non-political matters to be considered
by the Board of Commissioners.

3. Acts as the first step and/or liaison for all matters to be considered by the Board of Commissioners. Manages
the development of Board and committee meeting agendas with the assistance of the Board or Committee
Chairperson and/or the County Clerk and attends meetings to advise, counsel, and present pertinent data and
information to aid the Board in making decisions and establishing policies. Researches, analyzes and
implements issues considered and approved by the Board.

4. Maintains the fiscal oversight of the County. Administers, reviews, and analyzes budgets including general
operating, applicable county funds, and capital outlay. Approves major purchases and contracts for services,
forecasts financial status, and creates and implements related policy. Consistent with the Uniform Budgeting
Act, develops an annual balanced budget to be presented to the Board of Commissioners for final approval.

5. Negotiates, develops, reviews, and/or approves (based on County policy) a variety of legal documents
including but not limited to contracts, purchase agreements, grants, and interagency agreements, ensuring the
County’s interest is represented.
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Coordinates legal matters in conjunction with corporation counsel. Seeks legal advice and opinions on behalf
of the County. Exercises settlement authority with established limits and recommends action on other matters
to the Board. Designated County representative to liability insurance carrier and is responsible for the
administration of all liability claims.

Leads labor negotiations and the administration of all labor agreements within County government. Provides
leadership and direction for personnel related matters including final decision authority on personnel matters.

Confers with all county departments and seeks to resolve operating problems within current practices and
policies. Revises and develops policy dealing with new or changing circumstances for consideration of the
Board. Advises departments of relevant Board and committee actions.

Continuously monitors and evaluates the efficiency, effectiveness and cost-effectiveness of the County’s
service delivery and governance, with emphasis on departments and functions under the authority of the
Board. Recommends and implements action to maintain and improve services.

Participates in planning of county infrastructures including facilities, capital outlay, budget, and critical long-
range needs.

Represents the County Board of Commissioners, as a Body, acting as a liaison with the Board, county
departments, other elected officials, local units of government, various agencies, and other committees on
federal, state, county, and community issues.

Represents the County at various functions such as making speeches at civic and business association
meetings. Meets with community members, developers, and officials to establish goodwill and
resolve/respond to issues. Serves as the County’s representative on numerous boards, committees,
associations, and other groups on behalf of the Board of County Commissioners. Collaborates on
federal/state/county/community issues.

Serves as the Public Information Officer for all matters under the authority of the Board of Commissions and
at times for the whole organization. Develops, reviews, and distributes press releases based on formal
decisions of the Board of Commissioners and factual information. Interacts directly with all forms of media.

Employment Qualifications

Education: Bachelor’s Degree in Public or Business Administration, Master’s Degree preferred, and/or a combination
of education and experience that would be beneficial to the position as determined by the Allegan County Board of
Commissioners within its sole discretion.

Experience: Seven or more years of responsible administrative/supervisory experience in local government.

1.

Knowledge: Principles and practices of business administration including general accounting and fiscal
management practices; governmental budgeting; personnel practices and employment laws, office
procedures and business operating systems; and the appropriate method and means of dealing with
human behavior situations in a variety of circumstances.

Skill: Communicate effectively, verbally and in writing, with and in a diverse range of audiences and
settings; persuasion and negotiation of conflicts and problems; assessing operational, program, staffing
and fiscal needs; interpreting legal documents, law and government regulations; evaluating fiscal and
financial reports, forms and data; analyzing complex written documents; identifying and resolving
administrative problems; working long and irregular hours under pressure conditions; delegating
responsibility and achieving results through subordinates; and maintaining order in an environment of
changing priorities.
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Other Requirements:

The qualifications listed above are intended to represent the minimum skills and experience levels associated with
performing the duties and responsibilities contained in this job description. The qualifications should not be viewed
as expressing absolute employment or promotional standards, but as general guidelines that should be considered
along with other job-related selection or promotional criteria.

Physical Requirements [This job requires the ability to perform the essential functions contained in this description.
These include, but are not limited to, the following requirements Reasonable accommodations will be made for
otherwise qualified applicants unable to fulfill one or more of these requirements].

Ability to access departmental files.

Ability to enter and retrieve information from computers.

Ability to access all locations of County government.

Working Conditions:

Works in office conditions.
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