DEPUTY DIRECTOR
GRADE: 19~ 1S

GENERAL DESCRIPTION

involves specialized knowledge of state government, straté_ ke
admlmstratlon Works closely with the executlve dlrector o )

initiative and independent judgment.

EXAMPLES OF WORK PERFORMED

Manages the day-to-day operations of the County

Ensures that the agency adheres to County goals and objectives
Provides counsel and advice to members of the Legislature upon request

Provides information and advice to state agencies and the general public regarding County
activities and responsibilities

May act as executive director in the absence of the executive director
Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Five (5) years of experience in public administration and/or management work; Graduation
from an accredited four-year college or university with major course work in business or
public administration; Master’s degree in Planning, Public Administration or Business
Administration. Experience and education may be substituted for one another.

Knowledge, Skills, and Abilities

Knowledge of local, state, and federal laws and regulations and of the principles and
practices of public administration and management

Ability to direct and organize program activities; to establish program goals and objectives
that support the strategic plan; to identify problems, evaluate alternatives, and implement
effective solutions; to develop and evaluate policies and procedures; to direct the
development of County policies and procedures; to prepare concise reports; to make
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others

Certification, Registration, or Licensure

PHYSICAL DEMANDS:

The physical demands described here are representative of those\ th_
employee to successfully perform the essential functions of fifms Job
While performing the duties of this job, the employee is regularly requrrea,to ;alk ofhearr .v
The employee frequently is required to stand. The employee is occaswnaII rreq;med,to‘l g

arms; chmb or balance; stoop and kneel

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities
required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.

The noise level in the work environment is usually moderate.
SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:

e sitting for extended periods of time
e standing for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

¢ making sound decisions and using good judgment
e demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

e working closely with others
e working in a multi-task environment
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making observations

reading and writing

operating assigned equipment
communication with others y
required to follow the Hidalgo County Accident P;:E‘Ventlé Plama:na
safety regulations o I J) i b
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