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PROGRAM MANAGER

DEFINITION

Under general direction, the—Program—Manager—plans, develops—mplements—organizes, oversees,

coordinates, and directs an identifiable program or programs within-a-department-in-the-and the work of
staff performing difficult and complex professional and technical duties related to assigned programs and

activities, including assisting with short-and long-term planning and budgeting; coordinates assigned
activities with other County of-El-Dorade-departments and outside agencies; provides highly responsible
and complex professional assistance to management in areas of expertise; and performs related duties as
assigned.  Some positions may have additional responsibility for the planning and direction of
administrative services-units.

PERVISION EXERCISED AND RECEIVED

bents in this classificat o

Receives direction from assigned management personnel. Exercises direct supervision and-direction

teover supervisory, professional, technical, and_administrative support staff-assighed-to-the-program
being—managed—Fhis—supervisien. Supervision and direction may be provided directly or through

subordinate supervisors.

DISTINGUISHING
CLASS CHARACTERISTICS

This is a management level-elass—classification responsible for the—everalladministration—ofan
assgned—rdenﬁ#&ble—p;egpam—epplannmq, orqamzmq, rewewmq, and evaluatmq comprehenswe

responsible—tor—. Respon5|blllt|es include developmg and |mplement|ng megmm—geals—
objectivespolicies and standards—in—addition—to—furthering—departmental-procedures for assigned
programs, budget administration and Ceunty—gealsreporting, and ebjectives—Fhis—elass—is
distinguished—from—the—Deputy—Directorprogram _evaluation as well as performing and
D+Feeteﬁd|rect|nq many of the day to- dav activities of the department—te—wh%h—asagned—m—tha{—the

e -,-- ' S Dervisionto i i gra professmnal-
level resource for orqanlzatlonal managerial, and ethe#staﬁ—as—as&gﬁed—operatlonal analyses and
studies. Performance of the work requires the use of considerable independence, initiative, and discretion

within established guidelines.
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EXAMPLES OF BUHESTYPICAL JOB FUNCTIONS (lllustrative Only)

«> Develops and/or manages and administers assigned pregramsprogram(s) and/or gaits-unit(s).

«»> Selects, trains, evaluates, and disciplines subordinate staff.

«> Serves as a resource for interpretation of Federalfederal and Statestate laws affecting the assigned
program-(s).

«> Assists in the development of policies and procedures; reviews and assures proper procedures are in
place and followed.

«»> Performs analysis and prepares detailed written reports of findings pertaining to the quality and
efficiency of services provided within the assigned program(s).

«> Maintains current awareness of changes in laws and regulations pertaining to assigned program(s) and
keeps subordinate staff informed.

«> Provides professional and technical consultation on complex program matters.

«» Participates in the development and assists with provision of in-service training and staff development
programs.

«> Assists in preparation of budget information related to assigned program(s).

«> Represents the department at community organizations, public gatherings, and meetings.

«»> Enters and retrieves information from an automated computer system

«»> Performs etherrelated duties as assigned.

QUALIFICATIONS

Knowledge of:

Operations and services provided within assigned program area.

County, department, and program-specific policies and procedures.

Principles and practices of program planning, development, implementation, and administration.
Principles and practices of employee supervision, including planning and assigning work,
performance review and evaluation, discipline, and the training of staff in work procedures.

Principles and practices of leadership.

Principles and practices of budget development and monitoring.

Technical skills and requirements related to the assigned program(s).

Public funding and budget preparation for the program(s) to which assigned.

Community needs and resources and methods of assessing community needs, in the program(s) to
which assigned.

Methods and technigues of communicating with diverse populations.

Resources within the community to supplement program services.

Applicable federal, state, and local laws, regulatory codes, ordinances, and procedures relevant to
assigned areas of responsibility including confidentiality laws.

Principles and practices of complex recordkeeping and documentation.

Principles and techniques for working with groups and fostering effective team interaction to ensure
teamwork is conducted smoothly.

Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and County staff.

The structure and content of the English language, including the meaning and spelling of words, rules
of composition, and grammar.
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> Modern equipment and communication tools used for business functions and program, project, and
task coordination.

» Computers and software programs (e.g., Microsoft software packages) to conduct, compile, and/or
generate documentation.

Ability to:

> Effectively manage and administer program operations and activities.

» _Select and supervise staff, provide training and development opportunities, ensure work is performed
effectively, and evaluate performance in an objective and positive manner.

> Plan, coordinate, implement, and evaluate the effectiveness of assigned program(s).

> _Interpret rules and regulations applicable to the assigned program(s).

» _Analyze situations accurately, reach sound conclusions, and adopt an effective course of action.

» Establish goals and objectives

» Ensure the maintenance and retention of complex records, files, reports, and other documents.

» Generate a variety of business documents including letters, memoranda, reports, and other written
material.

> _Independently organize work, set priorities, meet critical deadlines, and follow-up on assignments.

» Effectively use computer systems, software applications, and modern business equipment to perform
a variety of work tasks.

» Communicate clearly and concisely, both orally and in writing, using appropriate English grammar
and syntax.

» Use tact, initiative, prudence, and independent judgment within general policy, procedural and legal
guidelines.

> Establish, maintain, and foster positive and effective working relationships with those contacted in the

course of work.

Education &and Experience-Reguirements—{typing—See-Resume"in-apphecation-will-ret be

ny combination of the required training and experience that would
provide the required knowledage, skills, and abilities is qualifying.

Equivalent to a bachelor’s degree from an accredited four-year college or university with major
coursework in public administration, business administration, or a field related to the program(s) to which
assigned, ANDBand two (2) years of experience providing professional level administrative, financial and
management analytlcal support or professmnal level experience in the technlcal area of the program—te
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> Possession of, or ability to obtain, a valid California Driver’s License by time of appointment and a
satisfactory driving record.

PHYSICAL DEMANDS

Created-MAR 2006
mobility to work in an office setting; use standard office equipment, including a computer; some positions

may be required to operate a motor vehicle; vision to read printed materials and a computer screen; and
hearing and speech to communicate in person and over the telephone. Standing in and walking between
work areas is frequently required. Finger dexterity is needed to access, enter, and retrieve data using a
computer keyboard or calculator and to operate standard office equipment. Positions in this classification
frequently bend, stoop, kneel, and reach to perform assigned duties, as well as push and pull drawers open
and closed to retrieve and file information. Employees must possess the ability to lift, carry, push, and
pull materials and objects up to 25 pounds. Reasonable accommodations will be made for individuals on
a case-by-case basis.
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ENVIRONMENTAL CONDITIONS

Employees predominantly work in a facility or office environment with moderate noise levels, controlled
temperature conditions, and no direct exposure to hazardous physical substances. Employees may
interact with upset staff and/or public and private representatives in _interpreting and enforcing
departmental policies and procedures.

WORKING CONDITIONS

Must be willing to work after hours, weekends, and holidays as needed.

18-0758 E2 5 of 5



	DEFINITION
	SUPERVISION EXERCISED AND RECEIVED
	CLASS CHARACTERISTICS
	.  SUPERVISION EXERCISED AND RECEIVED
	EXAMPLES OF DUTIESTYPICAL JOB FUNCTIONS (Illustrative Only)
	QUALIFICATIONS
	PHYSICAL DEMANDS
	ENVIRONMENTAL CONDITIONS
	WORKING CONDITIONS



