Jefferson County, West Virginia
Job Description

Position Title Deputy Administrator Grade Level \alll
Department County Commission Date
Reports to County Administrator FLSA Status EXEMPT

Statement of Duties: The employee performs administrative, clerical services in support of the
operation of the County Commission. Employee is required to perform all similar or related
duties.

Supervision Required: Under general supervision of the County Administrator, the employee is
familiar with the work routine and uses initiative in carrying out recurring assignments
independently with specific instruction. The supervisor provides additional, specific instruction
for new, difficult or unusual assighments, including suggested work methods. The employee is
expected to recognize instances which are out of the ordinary and which do not fall within
existing instructions; the employee is then expected to seek advice and further instructions.
Reviews and checks of the employee’s work are applied to an extent sufficient to keep the
supervisor aware of progress, and to insure that completed work and methods used are
technically accurate and that instructions are being followed. In many cases, the work is self-
checking, for example, requiring accounts to balance before proceeding.

Supervisory Responsibility: Employee, as a regular and continuing part of the job, does
regularly supervise other employees.

Confidentiality: Employee has access to some confidential information obtained during
performance of regular position responsibilities such as client or department records.

Accountability: Consequences of errors, missed deadlines or poor judgement may include
adverse public relations, or jeopardize programs.

Judgement: Numerous standardized practices, procedures, or general instructions govern the
work and in some cases, may require additional interpretation. Judgement is needed to locate,
select and apply the most pertinent practice, procedure, regulation or guideline.

Complexity: The work consists of a variety of duties which generally follow standardized
practices, procedures, regulations or guidelines. The sequence of work and or the procedures
followed vary according to the nature of the transaction and or the information involved, or
sought, in a particular situation.



Work Environment: The work environment involves everyday discomforts typical of offices,
with occasional exposure to outside elements. Noise or physical surroundings may be
distracting, but conditions are generally not unpleasant. Employee may be required to work
beyond normal business hours to attend evening meetings.

Nature and Purpose of Public Contact: Relationships with co-workers and the public involving
frequent explanation, discussion or interpretation of practices, procedures, regulations or
guidelines in order to render service, plan or coordinate work efforts, or resolve operating
problems. Other regular contacts are with service recipients and employees of outside
organizations such as vendors, banks and/ or developers/contracts. More than ordinary
courtesy, tact and diplomacy may be required to resolve complaints or deal with uncooperative
or uninformed persons. Employee may furnish news media with routine information such as
meeting agendas, press releases or departmental procedures.

Occupational Risk: Duties of the job present little potential for injury. Risk exposure is similar to
that found in typical office settings.

Essential Functions: The essential functions or duties listed below are intended only as
illustrations of the various type of work that may be performed. The omission of specific
statements of duties does not exclude them from the position if the work is similar, related or
logical assignment to the position. Must be able to work in a collaborative team environment
with the ability to multi-task, a high degree of integrity, an ability to maintain strict
confidentiality and exercise sound judgement. Strong communication, time management,
analytical skills, attention to detail and problem-solving skills to compile and analyze data is
crucial for success. Duties will include daily employee interaction to provide guidance and
support related to employee benefits, company policies, employment verifications and day-to-
day employment life cycle changes. Will engage with benefit vendors and representatives on a
routine basis to affect quick resolution to employee questions and/or concerns. Will participate
in onboarding, employee relations meetings and coordination of employee leave management.

HR Management. Administers the HR function for a department. Provides advice,
interpretations and guidance and conducts research and analysis on HR management
matters including particularly challenging or very highly sensitive matters. Supervises
and manages work in areas including recruiting, compensation analysis, position control,
new employee orientation, administration of awards program and ceremonies. Counsels
employees and conducts investigations of employee grievances. Oversees processing of
HR transactional paperwork such as requests for personnel actions to accomplish daily
HR management work and to ensure accuracy and compliance with procedures.
*Confirms training of staff, develop documentation and compliance standards.

*Tyler System-updates for all personnel move, add, changes based on JCC approvals.
*Salary and benefits projection for budget process

*Assist in the coordination of the annual enrollment benefits process and Liaison with
insurance broker for JC benefits.

*EEO Census, EEOP, Health Census submissions.




Organizational Training and Development. Develops and administers training programs.
Develops and tests training modules and or oversees training or coordinates with other
units, government agencies or contractors to develop, implement, and conduct training.
Assesses Department training needs. Plans, develops and provides training strategies for
the department. Proposes training and development programs and objectives. Develops
and monitors spending against the department budget. Develops and maintains
organizational communications such as bulletin boards and newsletters to ensure
employees have knowledge of training and development events and resources.

Financial Management (Budgeting, Accounting, Financial Analysis).

*Assists the Finance Director in administrating the financial functions of a department.
*Assists with presentations to explain and justify budget requests. Ensures the design and
implementation of administrative procedures to monitor and control major programmatic or
functional expenditures.

*Administers a complex grant, a program of grants or other types of financial

programs; ensures compliance. Ensures that research is provided on grant programs and
other funding sources, and helps with developing and submitting proposals or reports. Grant
reconciliation to prepare the SEFA by 7/4.

*ARPA-website updates, tracking of requests, commission approval processing

*Assist with budget revision inputs, routine account reconciliations and reporting
*Vendor payments listing for publication, local govt. survey submission, cash and bank
reconciliations.

*Assist in the coordination of annual JCC audit.

Community RelationsManages the community relations, outreach and media relations
of a department. Tracks and monitors community relations and outreach projects to
ensure team members adhere to standards and schedules; packages content for multiple
platforms (such as print media, web pages, video, and social media) develops,
implements, and reviews communication plans; maintains proactive communication with
all stakeholders; provides staff training; and shares communications best practices.
Researches, writes, and releases media advisories or press releases; manages timelines
and advises contributors of deadlines and requirements; ensures that all documents are
vetted, proofed and edited; keeps aware of critical, sensitive, and political events and
issues; ensures that the department’s website and social media presence are up-to-date;
and develops joint strategic communications plan with higher-level management.




