Jurisdiction:  Cortland County

Jurisdictional Class: Unclassified 

Adopted:  10/20/05

COUNTY ADMINISTRATOR

DISTINGUISHING FEATURES OF THE CLASS:  

The County Administrator is the chief administrative officer of Cortland County.  This is a management position in the County of Cortland that carries authority as the chief administrative head and budget officer of the County.  The County Administrator has all of the executive powers and performs the duties conferred by law upon a head of the administrative branch of the County, including all County departments, agencies and offices.  The County Administrator is appointed by, works under the general direction of, and serves at the pleasure of the Cortland County Legislature.  Administrative direction is given to all County department heads and other administrative officials.  Does related work as required.

TYPICAL WORK ACTIVITIES: (Illustrative only)

Prepares the tentative County budget and presents it to the Budget and Finance Committee for approval and then to the full Legislature for final adoption;

Responsible for prescribing the form of financial reports, receipts, vouchers, bills, or claims to be filed by all agencies, departments, officers, officials, institutions, and other agencies of the County;

Researches and identifies sources of Federal and State revenues and assists in the planning and development of applications for Federal and State grants;

Maintains liaisons and represents the County Legislature in contacts with political subdivision, State and Federal officials and agencies;

Coordinates the administrative functions of the departments of County government and serves as liaison between the County Legislature and County departments, agencies, special improvement districts, boards, commissions, and advisory committees established by the Legislature;

Conducts regular meetings with all department heads in order to assure the smooth implementation of Legislative policies and procedures.

Performs professional, administrative, and managerial functions (including management audits) as directed by the County Legislature.  Recommends and enforces County policies and procedures to ensure smooth operation of all departments. Provides administrative direction of all County department heads, except as otherwise required by law by performing personnel functions of assigning and monitoring work, conducting performance appraisals, authorizing time off, disciplining employees, resolving personnel problems, etc.  Recommends to the Legislature the appointment and/or dismissal of all non-elected department heads.

Participates in all labor relations activities including collective bargaining, contract administration, and grievance proceedings.  Provides to the Legislature data analysis needed for policy consideration, including collective bargaining.  Sits as a member of the management team in all collective bargaining activities.  Formulates data to measure the impact of Legislative proposals and decision on the tax base and economic development goals established by the Legislature.  Aids the Legislature in evaluating proposals and makes recommendations concerning the proposals.  Serves as an advisor to the Legislature in developing policies and procedures that promote economy and efficiency in government; undertakes administrative and management studies and makes recommendations regarding the results thereof to the Legislature.
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Attends meetings of the County Legislature and its committees; undertakes such research and submits to the Legislature such reports and recommendations as it may from time to time request.  Assists the Legislature in the development of policies, procedures, and goals.

Establishes and maintains as its agent a uniform purchasing system to provide for the lease, purchase, sale, rental, and servicing of all supplies, materials, equipment, and services for the County and its departments, including inspection, supervision, and determination as to quality and conformity with specifications and compliance therewith.

Provides the overall administration of County government, coordinating services provided by County employees to the County Legislature, the Chairman of the Legislature, and the Legislature's Standing, Special, and Ad Hoc committees.

Nothing contained herein shall be deemed to alter or impair any power, duties, or responsibilities that are provided to the County Legislature under law; nor shall anything herein be deemed to curtail, diminish, or transfer the powers of any elected County official.

MINIMUM QUALIFICATIONS:  Either:

A. Ten (10) years of paid full-time experience in the field of public or business administration or industrial enterprise; OR

B. Possession of a Bachelor's Degree or higher from a regionally accredited or New York State registered college or university and six (6) years of paid full-time experience in the field of public or business administration or industrial enterprise; OR

C. Possession of a Master's Degree or higher in Public Administration or Business Administration from a regionally accredited or New York State registered college of university and four (4) years of paid full-time experience in the field of public or business administration; OR

D. An equivalent combination of training and experience as defined by the limits of A, B, and C above.

Special Requirement:

Cortland County residency shall be required within ninety (90) days of appointment and for the duration of appointment.

