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	This is a class specification and not an individualized job description. A class specification defines the general character and scope of responsibilities of all positions in a job classification, but it is not intended to describe and does not necessarily list every duty for a given position in a classification.



CLASS SPECIFICATION
	Job Title:
	Program Administrator 
	Job Code:
	

	Core Comp Group
	PROFESSIONAL
	FLSA: 
	Exempt

	Pay Grade:
	PROF 02
	EEOC:
	

	Effective Date
	
	Revision A:
	

	Revision B:
	
	Revision C:
	

	FOR DEPARTMENTAL/OFFICE USE ONLY

	Dept. 
	
	Dept. #
	

	Location:
	
	EM Status:
	

	Reports To:
	
	
	

	Schedule:
	
	
	


GENERAL STATEMENT OF DUTIES
Oversees the coordination, management, and administration of designated programs within the  Community Development and Housing and Neighborhood Revitalization Departments; performs directly related work as required.

DISTINGUISHING FEATURES OF CLASS
The principal function of an employee in this class is to oversee the coordination, management, and administration of designated divisions, units, areas, or programs within the Community Development and Housing and Neighborhood Revitalization Departments. The employee will perform under the supervision and direction of a Program Manager, but considerable leeway is granted for the exercise of independent judgment and initiative. This position is responsible for operating and managing various housing and community service programs administered by the department. The nature of the employee’s performance requires that an employee in this class establish and maintain effective working relationships with County employees, clients, grant monitoring agencies, state and local governments, and the general public. The position in this class performs duties in a general office environment. 
EXAMPLES OF ESSENTIAL WORK (ILLUSTRATIVE ONLY)
(No single person will perform all of these tasks. Each individual may also perform additional tasks.)

· Manages the day-to-day operations of and provides oversight for activities associated with coordinating, managing, and administrating designated program/project services.
· Compiles and maintains records and statistics of project/program activities as required.
· Participates in outreach for department services.
· Provides guidance to administrative and related support personnel.
· Responsible for the development of program/project policies and procedures.
· Monitors financial and programmatic performance to ensure compliance.
· Serves on a variety of committees and attends departmental meetings as required.
· Conducts workshops and training sessions.
· Provides motivation, supervision, and direction to department subordinates and related support personnel.
· Participates in all aspects of personnel administration with assigned employees, including hiring, termination, grievance procedures, and coordinating employee training.
· Responds to questions, comments, and requests courteously and timely.

· Provides needed information and demonstrations concerning how to perform specific work tasks to new employees in the same or similar class of positions.
· Keeps immediate supervisor and designated others fully and accurately informed concerning work progress, including present and potential work problems and suggestions for new or improved ways of addressing such issues.
· Attends meetings, conferences, workshops, and training sessions and reviews materials to become and remain current on the principles, practices, and new developments in assigned work areas.
· Communicates and coordinates regularly with others to maximize the effectiveness and efficiency of interdepartmental operations and activities.
· Performs other directly related duties consistent with the role and function of the classification.
· Participates with Emergency Operations as designated to report to work during hazardous weather or emergency conditions.
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES
Knowledge
· Knowledge of government operations at the federal, state, or municipal level.

· Knowledge of housing development or federal and state affordable housing programs is desired but not required.
Skills
· Skilled in communicating effectively with others, both orally and in writing, using technical and nontechnical language.
· Skilled in operating a personal computer using standard or customized software applications appropriate to assigned tasks.
· Skilled at creating professional presentations for distribution to elected officials, industry professionals, and the general public.
Abilities
· Able to establish and implement short-term and long-term goals.
· Able to supervise, train and evaluate the work of others.

· Able to identify and resolve technical or interpersonal issues by acting alone or in coordination with others.

· Able to identify new laws, regulations, and trends that could affect the organization in the future and ability to take effective steps to help the County develop an appropriate response.

· Able to operate a personal computer using standard or customized software applications appropriate to assigned tasks.
· Able to exercise tact, discretion, and sound judgment in addressing sensitive or confidential matters.
· Able to communicate and deal effectively with diverse groups of people, from elected officials to the general public.
· Able to use logical and creative thought processes to develop solutions according to written specifications and/or oral instructions.
· Able to understand and follow oral and/or written policies, procedures, and instructions.
· Able and willing to quickly learn and use new skills and knowledge brought about by rapidly changing information and/or technology.

· Able to use integrity, ingenuity, and inventiveness in performing assigned tasks.
· Ability to work in a team environment

TRAINING AND EXPERIENCE
· Bachelor’s Degree from an accredited 4-year institution in Management, Business, or related fields: and 3-5 years of experience in Federal grants management; or
· Any equivalent combination of experience and training which provides the knowledge, skills, and abilities necessary to perform the work; and
· Must successfully complete any training requirements established by HUD or agencies with Cross-Cutting regulations; and
· Experience in a housing development or affordable housing program is desired but not required.
ESSENTIAL PHYSICAL DEMANDS

· Clarity of speech and hearing or other communication capabilities, with or without reasonable accommodation, to enable the employee to communicate effectively.
· Vision or other powers of observation, with or without reasonable accommodation, to enable the employee to review a wide variety of written material in electronic and hard copy.
· Manual dexterity, with or without reasonable accommodation, to enable the employee to operate a personal computer and related equipment.
· Personal mobility and physical reflexes, with or without reasonable accommodation, to enable the employee to function within the general office environment and a clinical setting.
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