Assi st ant Di rect or - Adm nHeal t hHunenSvcs
County of Hunbol dt April 2001

ASS| STANT DI RECTOR- ADM NI STRATI ON
HEALTH AND HUMAN SERVI CES

DEFI NI TI1 ON

Under the direction of the Director-Health and Human Servi ces, plans,
organi zes and directs the adm nistrative, fiscal and support
operations of the integrated services of health, nental health,

subst ance abuse and soci al services prograns; assists in policy and
procedure devel opnent and i npl enentation including serving on the
depart nent managenent team perforns related work as assigned.

DI STI NGUI SH NG CHARACTERI STI CS

This is a single position managenent class with responsibility for
the fiscal operations, budget devel opnent and adm ni stration, nedical
records, clerical support, information services, building operations,
per sonnel and payroll, grant adm nistration, and special projects.
This class is distinguished fromthe Assistant Director-Prograns,
Heal t h and Human Services in that the latter has responsibility for

t he devel opnent, adm nistration and inplenentation of prograns for

t he Departnent of Health and Human Servi ces.

EXAMPLES OF DUTIES (Illustrative Only)

* Plans, organizes and directs the activities and operations of the
Adm ni stration D vision of the Departnent of Health and Human
Services; assists in establishing departnment policy, procedures,
goal s and obj ecti ves.

e Directs and participates in the devel opnent of the departnent’s
annual budget; nonitors expenditures and revenues; serves as a
resource to the director and senior managers in preparing
expenditure and revenue projections, forecasts and other financi al
pl anni ng reports.

* ldentifies problens, determ nes anal ytical approach, obtains and
anal yzes necessary information; provides technical assistance to
others on adm nistrative and anal ytical matters.

e Directs the naintenance of a wde variety of records in accordance
with applicable rules, regulations and | aws.

* Reviews and eval uates changes in applicable |aws, rules and
regul ations applicable to the fiscal operations, budget devel opnment
and adm ni stration, nedical records, clerical support, information
services, building operations, personnel and payroll, and grant
adm ni stration functions of the departnent; makes reconmendati ons
for inplenentation.

* Directs the devel opnent and inplenentation of information systens
i ncl udi ng hardware, software and systens including those designed
specifically for health, nental health and social services
progr amns.
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e Directs the devel opnent and inplenentation of a wide variety of
financi al studies; prepares and directs the preparation of fiscal,
statistical and related reports.

» My act on behalf of the Director of Health and Human Services in
establishing, facilitating and maintaining |liaison with
representatives of state, federal, |ocal agencies and community
groups and organi zations; facilitates coordi nation of
adm ni strative functions of inter-agency and inter-departnental
prograns and systens.

e Directs the mai ntenance of departnent personnel and payroll records
in accordance with applicable | aws, rules and regul ati ons; ensures
all staff |licenses are current.

* Adm nisters procedures for new contracts and contract renewals with
fundi ng agenci es, sub-contracting agenci es, physicians and ot hers
as appropriate; naintains database of contracts; nonitors contract
provi sions and ensures tinely renewal or cancell ation.

» Selects, trains, and notivates staff; plans, assigns, supervises,
reviews and eval uates staff; disciplines staff as appropriate.

e Acts as Director-Departnment of Health and Human Services on a
relief basis.

QUALI FI CATI ONS

Know edge of :

Principles and practices of public adm nistration,
or gani zati onal planni ng and personnel nanagenent and
econom ¢ and procedural analysis.

Principles and practices of accounting, budget devel opnent,
fiscal managenent, cost accounting grants managenent,
public agency funding and adm ni stration, financial
pl anni ng and forecasting.

Applicable state, federal and local |laws, rules and regul ations
affecting health, public health, substance abuse and soci al
servi ces prograns.

Met hods and procedures for devel opi ng and eval uati ng program
quality control and effectiveness.

Busi ness conputer applications related to statistical analysis,
patient/client records, and database systens, billing and
ot her financial records.

Principles and practices of supervision and personnel
managenent .

| nt er personal comuni cati on, team buil ding practices and
conflict resol ution.
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Skill in:

Anal yzi ng conpl ex and sensitive admnistrative, budgetary,
operational, economc, political and organizati onal
probl ens, evaluating alternatives and reachi ng sound
concl usi ons.

Col l ecting, evaluating and interpreting a variety of information
and data, either in statistical or narrative form

Devel opi ng, organi zing, coordinating and inplenenting varied
proj ect s.

Preparing clear and concise reports, correspondence and ot her
witten materials.

Pl anni ng, organi zing, directing and coordinating, payroll and
of fice support functions.

Sel ecting, training, supervising and evaluating the work of a
di verse subordi nate support staff, through subordinate
| evel s of supervision; providing for staff training and
devel opnent .

Interpreting and applying | aws, rules, regul ations, codes and
pol i ci es.

Maki ng effective public presentations for public relations
pur poses and to convey concl usi ons and recomrendati ons.

Mai nt ai ni ng accurate records and fil es.

Est abl i shing and mai ntai ning effective working rel ationshi ps
with those contacted in the course of the work.

Coordi nating multiple projects and neeting critical deadlines.

Anal yzi ng situations, draw ng sound concl usions and taking or
recomendi ng acti on.

Q her Requirenents:

Must possess a valid California driver’s |icense.

Desirabl e Educati on and Experi ence:

A typical way to obtain the know edge and skills outlined above
i S:

Five years of full-time public agency executive nmanagenent
experience in admnistration of a health, nental health,

subst ance abuse or social services programthat included

adm ni stration of the budget and financial systens, personnel
managemnent, policy devel opnment and program pl anni ng and a
master’s degree in business, public adm nistration or a closely
related field.



