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Classification Specification
	

	
	1011010

	
	ASSISTANT DIVISION DIRECTOR, 

RECORDS AND LICENSING SERVICES 



Class Summary
The responsibilities of this classification include assisting the Records and Licensing Services (RALS) Division Director in the day-to-day operations of the Archives and Records Management, Recorder’s Office, Animal Care and Control, and Licensing functions and processes.

Distinguishing Characteristics

This is a single level classification.  The incumbent assists in the daily operations of the division, participates in planning, coordinating and implementing department strategies, goals and objectives; revises policies, procedures and guidelines and coordinates work across county agencies.

Examples of Duties (May vary by position)
1. Assist the RALS Division Director in the day-to-day operations of the division and manage section staff providing services within various sections of the division.

2. Participate with other management staff in planning, coordinating, and implementing overall departmental strategies, goals, and objectives. Assist in the development of the section’s business plan including performance indicators and outcome measures.

3. Assist with preparation, administration, and management of section’s budget, ensuring that budget expenditures are within established guidelines; monitor the budget throughout the year.

4. Oversee and/or revise policies, procedures and guidelines including newly implemented legislation. Provide feedback and input into legislation needed.

5. Advise the County Executive, department management, division director, superintendents and staff on complex issues.

6. Coordinate across county agencies and participate in department level planning and reporting efforts.

7. Act as director in director’s absence.

8. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Advanced knowledge of laws and regulations relating to licensing, records management, animal care/control and other areas of responsibility

Knowledge of strategic planning techniques and principles, policy development and analysis

Knowledge of management techniques and principles

Knowledge of budgeting techniques and principles

Excellent oral and written communication skills

Skill in project and resource management

Skill in presentation and facilitation 

Skill in management and supervision

Skill in planning and organization

Skill in negotiation, problem solving, decision-making and conflict resolution 

Skill in handling multiple competing priorities and sensitive situations

Skill in using current office software programs including word processing, spreadsheet, database and email software programs

Ability to work with and build consensus among a variety of individuals from diverse backgrounds

Ability to work on a number of projects simultaneously

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None

	Class History
	Created 3/2008
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