ADMINISTRATIVE SERVICES DIRECTOR
ISLAND COUNTY

TO APPLY
Application materials can be found
by visiting
https://www.governmentjobs.com/
careers/islandcounty.
Submit cover letter, resume and
completed Island County
application online by July 27, 2020
Screening Interviews: 8/13/20
Final Process: 8/24 & 8/25/20

SALARY & BENEFITS

JOB SUMMARY
Under the direction of the Board of Island County Commissioners, the
Administrative Services Director provides organizational leadership, direction, and
supervision to the internal facing departments of Island County (Human
Resources, Information Technology, Budget, GSA, and Risk Management).
Accountable for the efficient and effective performance of those departments.
Also responsible to direct the performance of the HR, IT, Budget and Risk
functions of the public-facing departments of Island County. Oversees the
management of programs and staff in a manner that ensures fulfillment of the
County’s mission.
Leads with exceptional personal character. Values and cultivates productive
relationships. Demonstrates individual respect and personal commitment in all
interactions with staff, other departments and individuals outside county
government. Cultivates high-functioning teams, and meaningful organizational
growth.

$120,000 - $140,000 annual
starting salary based on experience

Island County offers a
comprehensive benefits package
with medical, dental and vision
coverage for employees, spouses
and eligible dependents. Our
benefits package also includes
generous paid leave, holidays,
short & long-term disability
coverage and life insurance.
Employees participate in the
Washington State Retirement
System (PERS) and voluntary
deferred compensation program.

ESSENTIAL JOB FUNCTIONS
1. Plans, organizes, coordinates and supervises the operations of the County's
Human Resources Department, Risk Management Program, Information
Technology Department and Budget. Promotes teamwork within the County.
2. Serves as adviser to the Board of County Commissioners. Receives direction
from and makes reports and recommendations to the Board, on a variety of
administrative and financial matters. Researches issues and problems and
reports results to the Board of County Commissioners.
3. Administers the policies and procedures implemented by the Board.
Implements projects and plans developed by the Board of County
Commissioners on their behalf.
4. Acts as liaison between County Commissioners and their appointed
department heads and other elected officials.
5. Develops and maintains professional relationships with all County-elected
Officials to support accomplishment of County goals and objectives.
6. Assists in the preparation, implementation and monitoring of the Countywide budget including analysis of budget requests and staffing levels, and assists
the Budget in providing the information to the Board for their decision-making.
7. Oversees procurement activities for internal-facing departments.
8. Attends Commissioner meetings and hearings and other meetings as
directed.
9. Maintains membership and contacts in appropriate professional associations
to stay current on government issues and represent the County.
10. Receives, investigates, and addresses citizen complaints about county staff
performance, as applicable.
11. Other duties as assigned.

QUALIFICATIONS
Education & Experience:
Bachelor's Degree in Public Administration, Business Administration or related field (Master's preferred) AND five
years progressively responsible experience in government administration, financial management, and human
resources management.
Five or more years of executive-level management experience.
Experience supervising in union environment preferred.
Any equivalent combination which provides the required skills, knowledge and ability to perform duties and
responsibilities of the position.
Employment for the successful candidate will be contingent upon passing a criminal and background
investigation.
Skills, Knowledge and Abilities:
Knowledge of Washington State and local budgeting and fiscal management policies and procedures; personnel
management; management analysis and planning techniques.
Ability to analyze and evaluate complex operations which affect management and budget, conduct
management surveys and studies, communicate effectively, and establish and maintain effective working
relationships with a wide variety of people.
Knowledge of all aspects of the operation of County government. Understanding of the laws, rules, practices and
procedures that govern local municipalities.
Knowledge of the issues surrounding the role of County government in society. Politically astute and able to
understand the ramifications of decisions and actions of County government on the local community as well as
society in general.
Excellent communication and public relations skills to effectively represent the Board of County Commissioners
in oral and written communications.
Effective leadership and decision-making skills.
Team building and delegation skills.
Honest and well-respected throughout career. High ethic of transparency.
Strong fiscal acuity.
Ability to maintain continuing liaison and good working relationships with all County officials and the general
public.
Analytical ability to assimilate and evaluate technical data obtained from presentations, reports, studies,
correspondence and surveys.
Knowledge, understanding and experience to implement modern management practices and procedures.

THE IDEAL CANDIDATE
This is a newly created position, reporting to the Board of Commissioners. The ideal candidate will be a visionary
leader with a passion for public service. As an experienced administrative manager, the incumbent will have
outstanding communication, organization and leadership skills. The candidate must be an innovative problem
solver with solid experience managing areas of responsibility.

JOIN OUR TEAM, JOIN OUR COUNTY
With 450 employees working in its county government, Island County is comprised of nine islands, the two primary
islands being Whidbey and Camano. Island County was created in 1852 and is the eighth-oldest county in
Washington. It is the home of Deception Pass State Park, the most visted state park in Washington, and Ebey's
Landing National Historic Reserve. Island County's seat is located in Coupeville, Washington, one of the oldest towns
in Washington, and its largest city is Oak Harbor. The County's largest employer is the U.S. Naval Air Station
Whidbey Island, commissioned in 1942. Island County offers a variety of living styles, from small cities and towns to
rural, country living.

A community with a view

Island County is an Equal Opportunity Employer

