ROBESON COUNTY DEPARTMENT OF SOCIAL SERVICES

JOB ANNOUNCEMENT

COUNTY SOCIAL SERVICES BUSINESS OFFICER I


DESCRIPTION OF DUTIES: This position functions as the business manager of the agency and is responsible for the supervisory and managerial work of the Fiscal, Office Support, and Information Technology units. Provides assistance regarding component problems and assist in formulation of new or revised policies, procedures or problem-solving strategies.  Prepares preliminary budget for review by the director; consults with county officials regarding financial management.  In order to complete planning and budgeting requirements, this position is expected to devise appropriate tools for needs assessment and activity reporting.  This position also maintains contracts and inter-agency agreements.  This position provides some programmatic leadership and serves as a member of the management team.
KNOWLEDGE, SKILLS, AND ABILITIES:  Thorough knowledge of the principles and practices of public and business administration.  Thorough knowledge of modern office procedures, practices, and equipment.  Thorough knowledge of the organization and structure of state and local governmental and volunteer agencies.  Thorough knowledge of personnel, purchasing, and accounting practices and procedures.  Ability to plan and direct fiscal and business services.  Ability to select, train, and supervise employees engaged in business operations.  Ability to establish and maintain effective working relationships with associates, county and state officials, and the general public.  

MINIMUM TRAINING AND EXPERIENCE REQUIREMENTS:  Graduation from a four-year college or university, preferably with a major in business, public, or hospital administration, and five years of administrative experience involving participation in the planning and management of a business or governmental program; or nine months of graduate training in an accredited school of social work and four years of supervisory or administrative experience in social work; or an equivalent combination of education and experience.
APPLICATION PROCESS: Interested applicants must contact Division of Workforce Solutions (910-887-6950) at 289 Corporate Drive Suite B, Lumberton, NC by 5:00 pm on February 8, 2023.  Applicants not referred by DWS will not be considered. A PD-107 application & copy of college transcript are required and must be received at DWS in Lumberton by 5pm on February 8, 2023. A review of qualifications, employment history and criminal history will determine applicants selected for the structured interview.  Applicant selected will be scheduled for drug testing.  In-house applicants submit application to Tammy Kitson.

SALARY RANGE:  $55,063.88




GRADE:  74
POSTED:  January 9, 2023
The Robeson County Department of Social Services is an Equal Opportunity/Affirmative Action Employer. 

