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EMPLOYMENT OPPORTUNITY
Human Resources Department


JUVENILE COURT ADMINISTRATIVE 
PROGRAM MANAGER 2   (Job # 4627)
SALARY RANGE:  $33.19 – $42.51 Per Hour


CLOSING DATE: Must be received by 4:30p.m., November 14, 2011.
NATURE OF WORK
This is professional work of a complex nature managing the Fiscal and Administrative Services Department of Juvenile Court, a division of Superior Court. An employee in this class uses a variety of complex rules and processes requiring application of specialized skills and knowledge. Under the direction of the Juvenile Court Administrator the incumbent performs a variety of administrative tasks generally in the area of policy making, budget development, grant management, and personnel selection and supervision.
ESSENTIAL FUNCTIONS

· Plan, direct, supervise, and coordinate activities of the Fiscal and Administrative Services Division of Juvenile Court Services.

· Administer complex budgeting and accounting functions for Juvenile Court.   Establish and maintain comprehensive fiscal processes, procedures, and controls in accordance with federal, state, and local regulatory requirements.

· Formulate and execute departmental budget including providing budget costs, staffing and workload information for department functions. Analyze budget and make recommendations to administrator and management team. Approve expenditures consistent with agency goals and objectives.

· Develop and maintain records and reporting systems per county, state, and federal guidelines.

· Administer grant management activities including monitoring of grants and ensuring compliance with grant requirements. 

· Develop and implement operating procedures consistent with regulations controlling departmental activities. Work closely with other county departments, local, state, and federal agencies.

· Participate in the recruiting, hiring, and disciplinary action of staff. Oversee employee goal setting, employee evaluations, training, and staff development. 

· Evaluate the need for employee temporary hires and outside consultants, including preparation, review, and evaluation of performance.

· Report directly to the Administrator of Juvenile Court Services and by virtue of the title and responsibility is a member of the management team and as such participates in the development and implementation of the organizational goals, objectives, policies, and procedures.

· Maintain regular, predictable and punctual attendance.   

· Meet travel requirements of the position.

· Perform the physical requirements of the position; work within the established working conditions of the position.

· Work a flexible schedule, which may include evenings, weekends and holidays.
· Perform other related duties as assigned.

RECRUITING REQUIREMENTS
Graduation from a four year college or university with a degree in business or public administration or a related field plus four or more years of experience in an administrative position requiring budgetary, personnel, and supervisory skills.  Additional education or experience may substitute equally for the position requirements. A valid Washington State driver’s license may be required when travel is required of the position.

SUPPLEMENTAL QUESTIONNAIRE

Juvenile Court Administrative Program Manager 2 (Job # 4627)

Instructions:  This questionnaire is part of the examination process and is mandatory.  On a separate sheet(s) of paper or separate document, describe in detail your past work experience and education in the following areas.  List your employer and dates of employment separately for each question.

1.
Describe your governmental accounting experience, including cost or project accounting, grant accounting, rate development, and cost allocations.
2.
Describe your experience in developing, interpreting, and applying fiscal and administrative requirements, regulations, policies, and procedures (include any contract experience).
3.
Describe your experience in developing, monitoring, and maintaining budgets.  Include any reconciliation 
     and/or analytical experience.

4.  Describe your supervisory experience.  Include the number of years you have supervised and the number

     of employees you have supervised.

APPLICATION AND SELECTION PROCESS
To be considered for this classification, applicants must complete and submit a signed Pierce County employment application form, a detailed personal history supplemental packet and a written response to the supplemental questions listed above by the closing date to the Pierce County Human Resources Department, 615 South 9th Street, Suite 200, Tacoma, WA  98405-4670.  A separate application must be submitted for each job number for which you are applying.  Photocopies with original signatures are acceptable.  Due to the nature of the background process, faxed and emailed copies of application and personal history supplemental packets will not be accepted. A resume in lieu of the application form and supplemental questionnaire is not acceptable.  Notify the Human Resources Department immediately of any address or telephone changes.  

This is a competitive selection process.  Your responses on the application form, background packet and supplemental questionnaire will be reviewed and evaluated for the quality and quantity of education/experience in the areas listed.  Applicants whose qualifications most closely correspond to the County's needs will be eligible for further consideration.  

Special Note:  Only applicants selected to participate in the interview process will be notified by Juvenile Court.  If you do not hear from us regarding an interview, you may assume that we are considering other candidates.  

Pierce County will provide reasonable accommodation for persons with disabilities during the selection process, if requested.  Please notify the Human Resources Department at (253) 798-7480 of the accommodation needed, preferably at the time of application, but at least two days prior to the date needed.

Human Resources Department:  (253) 798-7480      Job Information Line:  (253) 798-7466    TDD:  (253) 798-3965
Email: pchumanresources@co.pierce.wa.us   Internet:   http://www.piercecountywa.org/jobs
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