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Nat ure of Work: Under general direction, perforns
conpl ex adm ni strative and professional work at the advanced
| evel by planning, inplenmenting, directing and revi ew ng
progranms, activities and operations within a |large Conmunity
Service District. Has related program managenent
responsibilities over a specified |local service area of the
state. Provides |eadership in the devel opnent, inplenentation
and adm ni stration of comunity-based, fam|ly-centered,
integrated services delivery systens. Serves in a liaison role
with state and | ocal agenci es, advocacy groups, educati onal
institutions, clients and service providers. Perforns rel ated
duties as required.

Exanpl es of Work

Account abl e for the effective delivery of Health and Human
Resources progranms and activities in the local office; for
the cost effective use of staff and resources for program
effectiveness; for quality programmatic activities through
ef fecti ve managenent and program eval uati on

Pl ans, assigns, coordi nates and reviews the work of
supervi sory, professional, technical and office support
staff in the delivery of services.

Assists in the establishnent of program goals and objectives;
monitors uniformoffice and program procedures in
accordance with federal and state requirenents.

Assures conpliance with applicable state and federal
regul ati ons and programrequirenents; nonitors and
eval uates programmatic and | ocal office effectiveness;
supervi ses preparation of regular and special reports on
| ocal office program stat us.

Perfornms in a |liaison/advocacy role with | ocal and state
agenci es; collaborates with and responds to client advocacy
groups, educational institutions and comrunity service
organi zations; serves on a variety of state and | ocal
commttees; coordinates progranms and office activities with
state and local initiatives.

Mai ntains famliarity with nmodern principles and practices of
human services prograns and initiatives; facilitates
programmati ¢ and systens changes to neet client needs and
supports approved program changes.

Prepares and adm nisters the |ocal office budget, approves
expendi tures and supervises fiscal records maintenance and
reporting.
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Know edge, Skills and Abilities

Know edge of the phil osophy, practices and principles of
human servi ces program adm ni strati on.

Know edge of federal and state |aws, regul ation, policies and
prograns in human servi ces.

Know edge of nodern personnel managenent principles and
practices.

Ability to plan, organize and evaluate nultiple, conplex
human services prograns on a | ocal basis.

Ability to conprehend and apply conpl ex state and federal
regul ations, policies and procedures in the area of
assi gnment .

Ability to make cost-effective decisions in the use of
staff and resources.

Ability to work effectively with state and | ocal agency
per sonnel , advocacy groups, and comrunity organi zati ons.

Ability to express ideas effectively, orally and in witing;
to make effective presentations of a progranmatic nature.

Ability to supervise the work of supervisory, professiona
and support staff.

Ability to prepare reports on program st at us.

Ability to evaluate program effectiveness and devel op
alternative acti ons when necessary.

M ni mum Qual i fications

Training: Gaduation froman accredited four-year college or
uni versity.

Experience: Eight years of full-time or equivalent part-tine
pai d experience in a human services related area, two years
of which nmust have been in a program adm nistration
capacity.

Substitution: Post graduate education in a human services
rel ated area may be substituted, utilizing an established
formula, for the non-program adm nistrati on experience.
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