ABOUT MONO COUNTY
W

ild by nature, Mono County is a destination that is full of adventure.  Set on the eastern slopes of California’s Sierra Nevada mountain range, Mono County is a rare environment of natural contrasts:  soaring granite peaks, spacious desert vistas, quiet lakes, bubbling hot springs, cold mountain streams, winter snows,  sunny summer skies, rolling sagebrush hills,  vibrant wildflower meadows.
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Best of all, this natural playground is matched with a complete range of amenities: activities making it an ideal place to get away from it all.  Enjoy an array of fine shops, restaurants, cafes, snowboard or bike down mountain trails, fish for trout, relax in a soothing hot spring, or paddle a kayak along the shore of an ancient inland sea. 

The Town of Mammoth Lakes is the most populated area of Mono County and offers fine schools, shopping, dining and recreation.  

The County Seat is located in picturesque Bridgeport located 360 miles north of LA and 182 miles SE of Sacramento.  
The northern areas of the county include Topaz, Coleville and Walker.  The southern areas of the county include Crowley Lake, Benton, Mono City, Lee Vining, and Chalfant.

Rat Race?  Looking for a lifestyle change with a great quality of life?   Mono County is a sparsely populated rural county that offers numerous recreational opportunities for the outdoor enthusiast.  Ski Mammoth, fish the Sierras, enjoy working where you vacation.  An outstanding opportunity exists in the beautiful eastern Sierra.
TO APPLY
Application materials should be returned to:

County of Mono, CAO/HR

P.O. Box 696, Bridgeport, CA  93517

Telephone:  (760) 932-5412

Fax:  (760) 932-5411              

Email: hr@mono.ca.gov
www.monocounty.ca.gov
Faxes or email will be accepted only if the original application is mailed and postmarked by the filing date.

SPECIAL NOTE:  The provisions of this job bulletin do not constitute an expressed or implied contract.  The County of Mono reserves the right to make necessary modifications to the recruitment plan. The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  Any questions or comments about the need for accommodation should be directed to HR. 

COUNTY OF MONO
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INVITES APPLICATIONS FOR

Human Resources Manager/Deputy County Administrator
At-Will
County Administrative Office
Position is split between
Mammoth Lakes and Bridgeport, CA

First Review Date:

January 23, 2015

                Open Until Filled                                                           
____________________
SALARY 
$6800 - $7100
Equal Employment Opportunity Employer


The Human Resources Manager/Deputy County Administrator is a single position classification is characterized by the management level responsibility for overall policy development, program planning, fiscal management and operation of assigned program activities, including recruitment and selection, affirmative action, job analysis and classification, compensation and benefit administration, employee training and career development, discipline and grievance management, employee records maintenance and the negotiation and administration of agreements with employee organizations. Provides advice and assistance on personnel related matters to the County Administrative Officer, Board of Supervisors, other County department heads and employees. 
Typical tasks include, but are not limited to:

· Assist the County Administrator by acting on behalf of the County Administrator with operating departments, other agencies, state and federal representatives and the public as needed;

· Recommend and administer policies and procedures for human resources functions; 

· Work closely with the County Administrative Officer, Board of Supervisors and other county management staff regarding personnel, affirmative action, and employee relations, activities or problems; 

· Participate in the negotiation and administration of agreements with employee organizations; 

· Serve as the County Administrative Officer’s designee in grievance matters; 

· Direct recruitment and selection activities for permanent and temporary County Staff; 

· Direct the implementation of the County’s affirmative action/equal employment opportunity; 

· Direct programs of employee training and career development in coordination with Risk Manager;

· Represents the County and the department in meetings with representatives of governmental agencies, professional and business organizations, employee organizations and the public as assigned by County Administrator;

· Monitor and develop legislation related to county matters, evaluate their impact upon the County operations and recommend and implement policy and procedural improvements and oversee annual development and presentation of County Legislative Platform to Board of Supervisors;

· Monitor and implement Human Resource compliance programs as mandated by the state, federal and court case decision/opinion;


Knowledge of:

· County policy making, procedures, administration and finance including county budget practice California local government fiscal management and budget control including knowledge of California budgetary laws and regulations including provisions of law related to the operation of a general law County.

· local government programs, organizational structure and financial relationships with the state and federal government; a general knowledge of California legislative processes; 

· Principles and practices of leadership, motivation, team building and conflict resolution;

· How to define and select alternatives, establishing rational for and projecting consequences of decisions and or recommendations; 

· Principles, practices and techniques of public personnel administration including recruitment and selection, affirmative action, classification, job analysis, compensation and employee evaluation and development.

· Principles and practices of labor relations in the public agency setting, including effective negotiating techniques.

· Applicable federal, state and local laws, court case opinion/decision, rules and regulations governing human resources administration and employer/employee relations.

· Organizational and management practices as applied to the analysis and evaluation of programs, policies and operational needs.

· Modern office practices and equipment.

· Principles of management analysis and organizational design necessary to analyze, recommend and evaluate programs, administrative policies, organizational structures; 
· Ability to: plan, organize, direct and supervise the work of professional and technical staff, engaged in a wide variety of administrative analysis and financial planning; 

· define problems, collect, analyze, interpret and evaluate data; define and select alternatives, establishing rational for and projecting consequences of decisions and or recommendations; 

· use clear communication skills and techniques required for gathering, evaluating and transmitting information, for interviewing counseling and instructing, and for organizing and directing group discussions at all functional levels of the County and public; 

· establish and maintain effective working relationships with others, especially in sensitive relationships with other government representatives, community groups and County executives; 

· mediates and resolves conflicts and disputes between operating departments and the County Administrator's Office; 

Ability to:
· Coordination and administration of complex operations and projects. 

· Demonstrating leadership and collaborative team building while ensuring accountability;
· Preparation and administration of budgets and of centralized human resources program.

· Selecting, training, motivating and evaluating staff. 
· Negotiating effectively with varied groups and individuals.

· Developing, implementing and interpreting goals, objectives, policies, procedures, work standards and internal controls.

· Analyzing complex problems, evaluating alternatives and making creative recommendations.

· Making persuasive oral presentations to individuals and groups.

· Exercising sound independent judgment within general policy guidelines and legal constraints.

· Establishing and maintaining cooperative working relationships with those contacted in the course of work.

· Maintaining confidentiality.

· Performing the duties of the position with the highest professional and personal integrity;

· Analyze problems, identify alternative solutions, project consequences of proposed actions and implement recommendations in support of goals. 
Training and Experience:  
Any combination of the following training and experience, which would provide the required knowledge and abilities, is qualifying. A typical way to obtain the required knowledge and abilities might be one of the following:
· (7) Seven plus years’ experience in county government in administrative, policy making or budgeting experience (Experience in a California public agency or local government setting is highly desirable);

· (5) Five years of progressively responsible personnel/human resources experience, at least two (2) of which must have been in a supervisory capacity, including labor relations. 

· (5) Five years of increasingly responsible administrative or managerial experience in a public jurisdiction or related field, of which one year must be in a supervisory capacity.

· Equivalent to graduation from a college or university with major course work in public administration, finance, business, employee relations, political science, sociology psychology or a closely related field;

Special Requirements:

Possession of a driver’s license valid in California.
County.


The exam process will consist of a review, competitive evaluation of the required knowledge and abilities as demonstrated on the application.  Those successful in this evaluation will be invited to an oral interview.  Candidates must pass a background check.  
For a complete job description and application, contact the County Administrative Office at 760.932.5412.  All completed applications will be considered.  E-mailed or faxed applications will be accepted pending receipt of the application with an original signature.
THE POSITION





QUALIFICATIONS





EXAM PROCESS








