HIDALGO COUNTY

DISTRICT CLERK’S OFFICE

Job Title: Chief of Administration and Public Information       FLSA Status:
Non-Exempt
Dept. Code:
090-001



Civil Service Status:
Non-Exempt

Salary: $50,000
SECTION I – JOB DESCRIPTION

SUMMARY: The overall purpose and general responsibilities of the job.

Directs and administers activities for the District Clerk; leads, supervises, trains and evaluates staff; makes recommendations regarding personnel actions; interprets policy; identifies and develops training programs; participates in strategic planning; develops projects, work plans and budgets; and performs other duties as required.

ESSENTIAL FUNCTIONS: The fundamental duties and tasks which define the job.

1. Manages community relations activities and public information;

2. Supervises staff and oversees the departmental performance appraisal process;

3. Develops, coordinates and implements department policy changes, strategic planning and performance measures;

4. Works with District Clerk, Chief Deputy, and Assistant Chief Deputy to oversee, administer, and maintain all employee issues and actions to include disciplinary actions, grievances, hiring, termination, counseling, and attendance matters;

5. Acts as legislative liaison in tracking and implementing legislative changes. 
6. Oversees the employee training program for District  Clerk employees;

7. Attends and participates in Commissioner’s Court, County committee meetings and various citizen group meetings on behalf of the District Clerk;

8. Performs related duties as required.

SECTION II – JOB DIMENSIONS

CONTACTS: Nature of contacts, external relationships and internal relationships

Utilizes tact and diplomacy when representing the District Clerk at meetings and resolving complex employment issues. Solicits cooperation and assistance with local media representatives in arranging public  awareness announcements for the general public. Provides general program information such as the programs and services available to the general public. Provides customer service to the general public and outside organizations by responding to questions and complaints. Provides complex information such as investigation findings or results pertaining to employee complaints and concerns.

External Contacts: Frequent contact with the news media, other government agencies, outside organizations and the general public. Communication is primarily face-to-face, via telephone and through written correspondence.

Internal Contacts: Constant contact with subordinates and frequent contact with co-workers, other County employees, Department Heads and Elected/Appointed Officials. Communication is primarily face-to-face, via telephone and through written correspondence.

RESPONSIBILITY: Supervision given, accountability, safety, and confidentiality.

Primary supervisory responsibility for discipline, counseling, work assignments and training for the office. Shared supervisory responsibility for hiring, and promotions for the office. Job has major impact on office operations and public image. Job responsibilities include contact handling of confidential information/documents such as personnel files and grievances.

DIFFICULTY: Judgment, initiative and decision-making

Independent judgment is required to conduct timely employee investigations, accurately document outcome results and present facts. Moderate judgment is required to develop and communicate information designed to inform the public. Uses broad discretion to achieve work goals. Initiative is constantly required to achieve work goals. Conflicting or incomplete data is frequently encountered in decision-making. Decisions are made regarding policy development and interpretation, project planning, group work scheduling, and individual work priorities.

GUIDANCE: Supervision received and level of independence.

Employee receives general direction when performing the essential functions. Employee selects appropriate procedures required to complete work assignments.

WORKING CONDITIONS: Working environment and other conditions of employment.

Working conditions are primarily in an office environment.

SECTION III – JOB REQUIREMENTS

EDUCATION AND EXPERIENCE: Minimum requirements for formal education and job related experience.

Graduation from an accredited college or university with a Bachelor’s Degree in Business Administration, Human Resources, Marketing, Government, or closely related field and six years managerial experience in an office setting; or an equivalent combination of education and experience.

KNOWLEDGE, SKILLS AND ABILITIES: Utilized in the performance of the Essential Functions of the job.

Considerable knowledge of office administration; knowledge of employment law and personnel procedures; knowledge of public relations methods. Skill in applying rules of spelling, grammar and punctuation; skill in communicating effectively with diverse groups of individuals utilizing tact and diplomacy, both verbally and in writing.  Ability to supervise administrative staff; ability to compile and present facts surrounding complex situations; ability to operate personal computer and basic office equipment; ability to establish and maintain effective working relationships with subordinates, co-workers, other County employees, the news media, outside organizations, government agencies and general public.

PHYSICAL DEMANDS: The physical requirements associated with performance of the Essential Functions.
Physical requirements include lifting/carrying 5-10 lbs. frequently and 10-40 lbs. occasionally; visual acuity, speech and hearing; hand and eye coordination and manual dexterity necessary to operate computer keyboard and basic office equipment. Subject to sitting, standing, walking, reaching, handling and twisting to perform the essential functions.

SPECIAL REQUIREMENTS: Special licenses and other requirements necessary to obtain or retain the position.

Must be bondable; must secure and maintain a favorable background investigation by the District Clerk. Must have a valid driver’s license. May be required to work more than 40 hours during the workweek.
WORK LOCATION:
Hidalgo County Courthouse – District Clerk’s Office

WORK HOURS:

40 hours per week (as scheduled)
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