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         Classification Description

CONTRACT SERVICES MANAGER
Department: Sheriff
FLSA:  Exempt

Job Class #:  258300
Represented: No

Pay Range:   0E31
Civil Service Status:  Unclassified
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION:  This is highly responsible administrative and management work performed in an administrative bureau of the Pierce County Sheriff’s Department.  Employees of this class are responsible for the essential duties included in the management and administration of all aspects of contracts for the provision of public safety services and leased facilities.  Work is performed under general direction, with significant independent action and judgment in the performance of duties. This is a civilian, non-commissioned position appointed by the Sheriff.
ESSENTIAL FUNCTIONS:

· Develop and maintain positive business relationships with public officials in Pierce County for the purpose of contracting public safety services.
· Develop, manage, implement and present a community relations/marketing program with public agencies in Pierce County regarding Sheriff’s Department services.

· Research, develop and prepare contract and/or grant proposals for the provision of existing or new public safety programs and services.

· Identify opportunities for new services and contracts; research, develop and present service proposals to potential customers.
· Prepare grant applications to secure necessary funding for services.
· Develop and negotiate facilities and/or services contracts; formulate and prepare contractual documents, coordinating with Sheriff’s Department and contracting agency as necessary.
· Monitor contract and grant budget operations and expenditures; monitor accounting procedures for contracts and grants; assure legal obligations of contract and grant requirements are met. 
· Monitor grant and service contract provisions; identify, monitor and respond to potential risks that threaten contract stability.  
· Develop, administer and maintain appropriate and effective systems and procedures for contract and project management.

· Maintain constant communication with Contract City Chiefs and contractor management and legislative bodies; attend meetings with contract agency and Sheriff’s Department officials for the purpose of contract maintenance, addressing contract concerns, problem resolution, contract development and negotiation, community education and marketing of Sheriff’s Department services.
· Participate in or develop long- and short-term planning for contract services and programs, aligning with Department’s vision, mission and objectives.
· Prepare and manage required reports; develop reporting formats and procedures as necessary; assure compliance with contract and grant reporting requirements.
· May serve as project coordinator of facilities capital projects.

OTHER JOB FUNCTIONS:

· Perform other job functions as assigned.

SUPERVISIONEXERCISED AND RECEIVED:  This position works under the general direction of a Bureau Chief; may report directly to the Sheriff for special or specified projects.  The position may, but is not required to, supervise professional and/or administrative support staff.
WORK ENVIRONMENT: The Contract Services Manager works in an office setting on a daily basis.  County-wide travel is required on a frequent basis to County field sites or other agencies.  Work outside of regular business hours, including weekends, is required to attend meetings, make presentations or train others. Ability to manage multiple tasks and functions, meet strict deadlines, concentrate for extended periods of time, and attend to detailed information on a continuous basis is critical to position success.  

PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions.  Physical activities required are finger dexterity necessary to operate equipment used in the position, talking, seeing and hearing.  Walking, sitting, bending/stooping, pushing/pulling and minimal unassisted lifting associated with the job duties is required.
KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of:  
· Extensive knowledge of the principles and practices of contract administration, preparation, statutes, regulations and policies pertaining to contract compliance.
· Principles of public administration and management.
· General accounting practices and procedures; governmental accounting practices; contract and grant budget preparation and monitoring.
· Grant development, writing techniques and requirements.
· Modern principles, practices and trends of law enforcement and community policing.
· Construction project management and applicable laws.

Skill in: 
· Maintaining a positive and productive relationship with communities, other organizations and agencies.
· Facilitating appropriate involvement in public safety services of current and potential contracting agencies.
Ability to:  
· Develop, implement and/or maintain accounting systems and controls for contracts and grants.
· Make effective and convincing presentations to audiences of various levels of sophistication, including citizens, advisory groups, elected officials, government administrators and managers.
· Express ideas and information effectively, verbally, in writing or graphically.  
· Use effective communication and interpersonal skills to inform, educate, persuade, motivate, gain concurrence and agreement, resolve conflict and/or develop alternatives.
· Conduct research and analysis, use appropriate judgment and make informed, logical and effective decisions and recommendations.
· Plan, develop and implement an effective marketing strategy for Sheriff’s Department services.
· Understand and proficiently utilize required software and computer programs/systems.
MINIMUM REQUIREMENTS TO APPLY:  Four-year degree in public/business administration, accounting or related field plus two years related experience at a supervisory or management level is required.  Experience in managing governmental contracts and grants may substitute for two years of education.  Experience working with public safety/law enforcement programs or agencies is preferred.
SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:   Ability to successfully complete Pierce County Sheriff’s Department background investigation, which may include a medical physical, behavioral assessment and polygraph, is required.  A valid Washington State driver’s license may be required when travel is required of the position.
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