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JOB CODE SERIES: Social Work Series
JOB CODE TITLE:  
SOCIAL SERVICE ADMINISTRATOR I
HRIS TITLE:

SOCIAL SVC ADMR I
CHARACTERISTICS OF THE CLASS: Under general direction, is responsible for administrative work of considerable difficulty in the statewide social service program; may direct the activities of a unit of the Social Service Bureau or may manage a large and complex field social services program; and performs related work as required.

Positions in this class may function as first line managers of program development units of the Social Security Bureau or as field managers of the most complex programs such as Protective Services in the large metropolitan areas.

EXAMPLES OF DUTIES: Plans, organizes and directs the activities of professional staff involved in the development and/or implementation of social service programs; may serve as a unit manager in the Social Service Bureau or may manage one of the largest, most complex field social services programs; identifies areas of strength and weakness and develops proposals for new or revised programs; supervises and participates in a program to provide expert consultation to field staff; plans and directs the development and implementation of policy manuals, guidelines and staff training materials; coordinates social services with other governmental and private organizations; provides professional guidance to governmental and private organizations; provides professional guidance to staff members and reviews and evaluates their work; writes and reviews reports.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of:  State and Federal laws and regulations governing social service programs; applicable departmental policies and procedures; the principles of public administration.

Skill/Ability to:  direct the activities of professional staff involved in the administration of social service programs; establish and maintain work relationships with staff, State and Federal officials and members of the public.

