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RECRUITMENT ANNOUNCEMENT

POSTING DATE:        June 19, 2024
POSITION:                  Business Officer I
JOB DESCRIPTION:  
Provide supervision to agency’s finance/administrative unit.  Assist with budget preparation, serve as back-up for agency staff responsible for preparation of the DSS-1571 and other fiscal activities.  Supervise agency payroll activities, agency security functions, contract management and purchasing activities.  Coordinate work with other county departmental supervisors.         

Serve as personnel officer for agency, including managing recruitment and hiring of agency staff.  Responsible for interpreting state personnel policies and acting as agency liaison with North Carolina Office of State Human Resources staff and county Human Resources staff.  Supervise staff who maintain personnel records and perform personnel actions.  Assist agency managers with new employee orientation, employee performance evaluations, employee discipline, and other personnel matters as needed.      

Assist agency director with preparing and delivering written and oral reports related to personnel and financial activities as requested by the Director, the Board of Social Services, or other county leadership.  Compile data for agency’s annual report and for distribution to community partners.  Serve as a member of the agency’s Senior Management Team.  Represent the agency on various county and community boards at the request of the DSS Director.    

EDUCATION AND EXPERIENCE:  
Graduation from a four-year college or university, preferably with a major in business, public or hospital administration, and four years administrative experience involving participation in the planning and management of a business or governmental program; or an equivalent combination of training and experience.    
Preferred:  Supervisory or administrative experience within a county Department of Social Services
APPLICANTS SELECTED FOR INTERVIEW MUST PROVIDE A COPY OF THEIR COLLEGE TRANSCRIPT AT THE INTERVIEW.  SELECTED APPLICANT MUST PROVIDE A CERTIFIED COPY OF HIS OR HER TRANSCRIPT PRIOR TO EMPLOYMENT.
HIRING RATE:  
Grade 73 -  $51,912 - $88,124
                    
APPLICATION DEADLINE:
Open until filled 
POSITION AVAILABLE:  
July 1, 2024
APPLICATION PROCESS:         
Applications will be taken at NC Works Career Center, 942 West Pine Street, Mount Airy, NC (phone 336-415-6120), by calling the Surry County Human Resources Office at 336-401-8221 or by going online to the Surry County HR job posting page, printing the application and e-mailing back to the indicated email, SCJobs@co.surry.nc.us.  A complete list of duties and analysis of physical demands is available for review. 

SURRY COUNTY IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER AND DOES NOT DISCRIMINATE BASED ON AGE, SEX, RACE, COLOR, CREED, RELIGION, NATIONAL ORIGIN, OR DISABLING CONDITION.
SURRY COUNTY IS A DRUG FREE WORKPLACE.
ALL PROSPECTIVE EMPLOYEES MUST SUCCESSFULLY PASS DRUG SCREENING AND CRIMINAL BACKGROUND CHECKS AS A CONDITION OF EMPLOYMENT.
