DIRECTOR, GENERAL SERVICES





JOB PURPOSE AND SUMMARY





To plan, direct, manage and oversee the programs and activities of the General Services program including purchasing, records management, and facility maintenance activities; to coordinate assigned activities with other County departments, divisions and outside agencies; and to provide highly responsible and administrative support to the Office of the County Administrator.





CLASSIFICATION DISTINCTIONS





Receives administrative directions from the Office of the County Administrator.  Exercises direct supervision over management and professional staff.





KEY OR TYPICAL TASKS AND RESPONSIBILITIES - Duties may include, but are not limited to, the following:





Assume management responsibility for facilities repair and preventative maintenance program: monitor compliance of County buildings to health and safety standards.





Resolve space need issues for all departments; recommend solutions to space needs.





Buy, sell and lease all general fund real property; act as chairperson for the County Property Management Committee; liquidate tax foreclosure and surplus real property.





Direct County involvement with Lewis and Clark Railway; respond to community concerns regarding railroad operations; monitor legislation affecting railroad operations.





Oversee the selection of building sites, architects and contractors; develop specifications, contracts, and budgets; review documentation for major construction projects.





Direct and manage the development and implementation of goals, objectives, policies and priorities for purchasing, records management, and facilities services; identify resource needs; recommend and implement policies and procedures.





Identify opportunities for improving service deliver methods and procedures; review with appropriate management staff; implement improvements.





Select, train, motivate and evaluate purchasing, records management, and facilities personnel; provide or coordinate staff training, work with employees to correct deficiencies; implement discipline and termination procedures.





Participate on a variety of boards and commissions; attend and participate in professional group meetings; stay abreast of new trends and innovations in purchasing and materials management.





Coordinate activities with those of other departments and outside agencies and organizations; provide staff assistance to the Office of the County Administrator; prepare and present staff reports and other necessary correspondence.





Respond to and resolve difficult and sensitive citizen inquiries and complaints.





Perform related duties as assigned.





QUALIFICATIONS





Five years of increasingly responsible purchasing experience including two years of supervisory responsibility.





Equivalent to a Bachelor's degree from an accredited college or university with major course work in business or public administration or a related field.





Any combination of experience and training that would likely provide the required knowledge and abilities will be considered.





Knowledge of....operational characteristics, services and activities of a central services programs including records management, purchasing, and facilities maintenance; modern governmental purchasing and material management procedures; county materials and equipment and sources of supply; commodity markets, marketing practices and commodity pricing methods; applicable Federal, State and local purchasing laws and procedures; budgeting procedures and techniques; types of supplies, materials and equipment commonly used by local government agencies; modern office methods, practices, procedures and equipment; principles of supervision, training and performance evaluation.





Ability to....organize, direct and implement a comprehensive purchasing program; analyze, evaluate and modify operating methods and procedures; analyze commodity requirements, interpret market prices and trends, and apply interpretations to procurement problems; interpret and apply Federal, State and local policies, procedures, laws and regulations; communicate clearly and concisely, both orally and in writing; establish and maintain effective working relationships with those contacted in the course of work including County and other government officials, community groups, and the general public.
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