Please Post

28 August, 2007
NOTICE OF VACANCY

TITLE:






Shared Services Coordinator
JOB STATUS:




Classified / 40 Hours per week
LOCATION:





Administration Building One Spring Street,








Newton, NJ 07860


DIVISION/DEPARTMENT:

Division of Central Services








Department of Administration
DATE 
OF VACANCY:


Currently open
STARTING SALARY:


Non - Represented Range 12 ($62,930 - $86,652)
CLOSING DATE FOR APPLICATIONS:   September 10, 2007
TENTATIVE START DATE:

To be determined
MINIMUM REQUIREMENTS:
  

· Four-year college degree required 

· Prior experience working with local government entities-county interagency, county to municipality, municipal to municipal 

· Grant writing and reporting experience 

· Public relations and program/services marketing expertise 

· Knowledge of local government structures, purchasing and procurement policies and procedures 

· Ability to develop and coordinate county purchasing cooperative 

· Ability to coordinate local government agencies and organizations 

GENERAL JOB DUTIES: Not limited to
Identify and coordinate optimization of local resources after determining where program and/or administrative duplication may exist.  Analyze operational programs identified through budget studies, requests, and hearings; compile and interpret data, and appraise agency situations.  Develop cost-effective solutions to problem programs and identify cooperative means to create new programs. Working as one of a group, assist in reviewing local government programs and in evaluating their administration, objectives, efficiency, effectiveness, and suitability to current conditions, costs, and accomplishments.  Gather and analyze basic factual materials for incorporation in program proposals to meet local community needs.  Prepare clear, sound, accurate, informative reports on matters containing findings, analyses, conclusions, and recommendations. Compile data for the preparation of funding program proposals and conduct research to find appropriate funding agencies for development of programs.  Complete grant applications to obtain funding for the development of target programs.
RETURN COMPLETED APPLICATIONS (or RESUME) TO
(Standard County Application Form is located at the following address or www.sussex.nj.us):

COUNTY OF SUSSEX

Sussex County Administrative Center

Office of Employee Services
One Spring Street

Newton, NJ 07860

