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Classification Specification
	

	
	5223100

	
	CORRECTIONS PROGRAM ADMINISTRATOR



Class Summary
This is administrative and managerial work overseeing the operation of a major program section within the Department of Adult Detention, such as the intake, transfer and release unit/reception area of the jail, court services/personal recognizance screening and release, work/education release and minimum security, or jail inmate services and classification/psychiatric services. 
Distinguishing Characteristics

This position oversees the work of first-line supervisors such as Corrections Program Supervisor and Corrections Sergeants in addition to a large and diverse staff of professional, security, technical, clerical and temporary employees.  Responsibilities include program and policy development and implementation; financial and budget management; direct and indirect supervision of staff; coordinating various program activities with other related program areas, agencies or organizations; participation on the management team; and representing the department.  Work is performed independently under the general direction of the Associate Directors and Department Director and reviewed for consistency with organizational goals and objectives.

Examples of Duties (May vary by position)

1. Develops, recommends and implements policies and procedures.
2. Oversees various program activities within section to ensure security, efficient operation and compliance with laws, regulations, guidelines and organizational policies and goals.

3. Supervises and evaluates the work of subordinate supervisors and staff.
4. Develops, monitors and controls budget expenditures and allocation of staff and resources.
5. Budget preparation, planning, monitoring and allocation of resources within program section.
6. Participates on department management team to include negotiations with labor bargaining units.
7. Resolves program section operational problems or concerns.
8. Prepares reports, contracts, correspondence and other written materials, as requested.
9. Handles various personnel matters such as staff training, recruitment, selection and discipline.
10. Monitors contracts, including bargaining unit agreements.
11. Represents the department, as assigned.
12. Performs other related duties, as required.
Knowledge/Skills (May vary by position)

Thorough knowledge of the functions and operation of various program areas within a correctional institution or setting

Knowledge of the budget process and fiscal management

Knowledge of management and supervision of diverse staff

Knowledge of personnel management and practices

Ability to evaluate and manage complex program activities and services

Ability to work cooperatively and effectively within a correctional institutional setting

Ability to cooperatively resolve issues and problems with management and staff

Ability to deal effectively with outside agencies, organizations, officials and the public

Ability to communicate effectively both orally and in writing

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
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