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	1. Present Classification Title of Position: Social Work Program Administrator I
	7   Present 15 Digit Position Number:
	Proposed 15 Digit Position Number:

	
	
	

	2.  Usual Working Title of Position: Social Work Program Administrator I
	8.  Department, University, Commission, or Agency

	
	Granville County Department of Social Services

	3.  Requested Classification of Position:
	A. Institution & Division:



	
	

	4.  Name of Immediate Supervisor: Deputy Director or DSS Director
	10. Section and Unit: Children and Adult Services

	
	

	5.  Supervisor's Position, Title & Position Number: Deputy Director or DSS Director
	11. Street Address, City and County:

	
	

	6.  Name of Employee: 
	12. Location of Workplace, Building and Room Number: Creedmoor/Butner, NC

	
	


I.  A. Primary Purpose of Organizational Unit: The primary goal of the Granville County Department of Social Services is to enhance the quality of life of our residents through programs and services that help the vulnerable, the aged, the young, the sick and the economically disadvantaged.
B. Primary Purpose of Position: The primary purpose of this position is to provide supervision, management, and oversight of the agency’s Children and Adult Services units. Work involves the supervision of a range of adult, family, and children’s services programs with direct involvement in operational matters as well as short and long-range planning of program services. This employee would evaluate quality of services and ensure compliance with standards; provide major input on organizational changes, personnel, and budget issues. Work is performed independently under the agency deputy director or director supervision and may include acting in the deputy director or director’s absence. Work may include development of alternate sources of funding, inter-agency agreements, and contracts. This position serves on local and State planning committees and policy review groups although the agency director and/or deputy director usually represents the agency in the community and with local officials depending on the sensitivity of the issues.
C. Work Schedule: The normal work schedule is mostly Monday through Friday 8:30am-5pm, subject to after hours as required. Weekend work on occasion due to shelter duty, projects, and other departmental needs. The Program Administrator participates in on-call supervision and rotation with Social Work Supervisors, for after-hours emergency coverage. 
D. Change in Responsibilities or Organizational Relationship: New position effective July 01, 2024. This position will be added to the Social Work Services unit. Under the direction of the DSS Deputy Director
II.  A.   DESCRIPTION OF RESPONSIBILITIES AND DUTIES: Must include % of time spent on each item.
Order of importance 
Sequential order
Leadership, Organization, & Planning – 40%
· Plan with unit supervisors to ensure delivery of services, allocation of staff, and other resources, coordination with other divisions in the agency and organizations within the community.
· Provide input into agency planning process as member of the management team or executive leadership team.
· Recommend changes in unit, workflow, and new programs to agency deputy director.
· Delegate daily operational issues to unit supervisors.
· Serve on State and regional committees to provide input on developing new policies and procedures.
· Supervise, train, evaluate unit staff, and influence hiring decisions.
Program Management & Evaluation – 30%
· Manage work operations through considerable involvement with higher level management abilities to ensure consistency in the planning, evaluation, implementation, and delivery of services.
· Ensure compliance with federal, state, and local regulations, as well as adherence to best practices and standards in social work by managing, reviewing, and assessing quality and quantity of work by analyzing information gathered in conferences with supervisors and staff and review of case records, reports, audits, and statistical data.

· Participate in the interviewing and selection of new employees; recommend hiring of supervisor to agency deputy director/director.

· Evaluate performance of supervisors through written and verbal appraisals.

Budget and Resource Management – 15%
· Work in collaboration with executive leadership, community providers, and other county staff pertaining to personnel actions and financial management of the services.
· Recommend budgetary needs to agency deputy/director for services programs based on input from unit supervisors and analysis of reports and information.
· Justify budget to agency director and may assist in explaining to local boards; and monitor expenditures.
Staff Development & Training – 10%
· Ensure that supervisors provide the necessary on-the-job training and arrange for training by State staff and other professionals.
· Provide orientation for new employees.

· Assess training process and make necessary modifications.
Other duties as assigned (5%)
· Employee will be expected to work in emergency shelters and/or perform disaster tasks and perform other reasonable tasks requested by the Deputy Director or Director.
II. B.  OTHER POSITION CHARACTERISTICS:
1.  Accuracy Required in Work: Complete accuracy is required for this position.  Accuracy is critical to the successful operation of the unit, agency, and the county to ensure compliance in all areas of administration and operation duties.
2.  Consequence of Error: Errors with customers, confidential correspondence, create loss of integrity and reliability and can cause individuals in need to not apply for the services they need and overall service delivery.  The consequence of error could be devastating as it relates to fiscal, administrative and personnel matters. Errors could result in audit exceptions, loss of funding, and lawsuits, or could be the cause of ill will and low staff morale. Serious errors can place the agency and county in jeopardy.
3.  Instructions Provided to Employee: Instructions are received from the direct supervisor, agency director, various agency/state manuals, county manager and other county administrators, auditors, state consultants, Office of State Human Resources, etc.  Instructions are limited and general in nature. Most of the work responsibilities are carried out independently and reviewed at completion.
4.  Guides, Regulations, Policies and References Used by Employee: Utilize divisional, department/agency, State and Federal regulations, procedural manuals, instructional materials, and policy memoranda requiring interpretations, integration, and appropriate application.  On a regular basis employees utilize the procedural instructions provided by other State/Federal agencies and letters and policy interpretations in reaching decisions and communicating with other supervisors, managers, and other employees.
5.  Supervision Received by Employee: Supervision is usually general and is received during regular meetings with the agency deputy director or director and local governing boards. Work is performed with considerable independence.
6.  Variety and Purpose of Personal Contacts: This position requires contact with internal and external stakeholders daily.  These contacts can include, but are not limited to, staff, clients, County officials, and community partners. 
7.  Physical Effort: This position requires a high-energy person who needs to be active and mobile. This work is generally performed sitting at a desk with a minimum of lifting and usually engages in walking, sitting, writing, using a computer, calculator, talking both on the telephone and face to face, using a copy machine, etc.  No excessive physical effort and must exercise good judgement when working with boxes of physical records and storing them.  Work orders are completed to schedule assistance to lift boxes.
8.  Work Environment and Conditions: An individual or shared office is assigned to this position, which is spacious and conducive to a good working environment.
9.  Machines, Tools, Instruments, Equipment, and Materials Used: This position operates a telephone, desktop computer or laptop, printer, calculator, copier, scanner, fax machine, shredder, general office supplies and uses various manuals as listed above. Occasionally, the worker in this position may travel and operate a county or privately owned vehicle.
10.  Visual Attention, Mental Concentration, and Manipulative Skills: This position engages in close visual attention by constantly reading written material, close mental concentration in analytical thinking, problem solving, motivating staff, interacting with others in presenting thoughts, ideas and justifying reasons for methods used, being an active and concerned listener, etc.  Visual attention, mental concentration and manipulative skills are critical in this position due to its management role in the agency and the interaction with others.
11.  Safety for Others: Decisions are made daily by agency staff that affect the lives of clients. The Social Work Program Administrator is responsible for helping to ensure that appropriate guidelines are in place and adequate training has been provided to assist staff in making critical decisions that may prove to be harmful.
12.  Dynamics of Work: Work is frequently affected by changes in policies, procedures, rules, regulations, and laws. Modifications in service techniques occur more infrequently.
Organizational priorities are constantly changing due to county and state business processes and providing the array of complex services of a local department of social services. Projects may change or clarify based on management’s review. Issues of confidentiality, sensitivity, or critical issues impose priorities on existing schedule.  Work environment is often changing to accommodate county and state business processes, and the ability to swiftly change in this environment is important.
III. A.  KNOWLEDGES, SKILLS, & ABILITIES:
· Thorough knowledge of methods and principles of casework supervision and training.

· Thorough knowledge of social work principles, techniques, and practices and applications to casework and community problems.
· Considerable knowledge of social and economic factors in the community, and local agencies and resources.
· Considerable knowledge of the laws, regulations, and policies which govern social services programs.
· Considerable knowledge of the principles and techniques of public administration, including personnel administration, budgeting, and office management.
· Skill in directing a staff of social workers and supervisors and related professionals and students engaged in a variety of services.
C. 1. Required Minimum Training (Must match State classification spec):
· Master’s degree from an accredited school of social work and four (4) years of social work or counseling experience, two (2) of which were supervisory; or
· Bachelor's degree in social work and five (5) years of social work or counseling experience, two (2) of which were supervisory; or
· Bachelor's degree in a human services field or related curriculum including at least 15 semester hours in courses related to social work or counseling and six (6) years of social work or counseling experience, two (2) of which were supervisory; or
· Equivalent combination of training and experience.

2. Additional Training/Experience: 
· Completion of the North Carolina Child Welfare Pre-Service training.  
3. Equivalent Training and Experience: 
4. Preferred Qualifications: Supervisory experience in a social work Child Welfare program within a county department of social services; extensive front-line experience in a county department of social services in North Carolina preferably in Child Welfare. Additional experience working in Adult Services is a plus.
IV.  License or Certification Required by Statute or Regulation: Must have a valid NC driver’s license.
IV.  Signatures indicate agreement with all information provided, including designation of essential functions.
Supervisor's Certification: I certify that (a) I am the immediate Supervisor of this position, that (b) I have provided a complete and accurate description of responsibilities and duties and (c) I have verified (and reconciled as needed) its accuracy and completeness with the employee.

Signature: ____________________________Title: ____________________________Date: ________

Employee's Certification: I certify that I have reviewed this position description, completed by the above-named immediate supervisor, is complete and accurate.

Signature: ____________________________Title: ____________________________Date: _______

Section or Division Manager's Certification: I certify that this position description, completed by the above-named immediate supervisor, is complete and accurate.

Signature: ____________________________Title: ____________________________Date: ________

HR Director’s Certification: I certify that this is an authorized, official position description of the subject position.

Signature: ____________________________Title: ____________________________Date: ________

