
INTERNAL UNION APPLICANTS WILL BE GIVEN FIRST CONSIDERATION

DATE:

STATUS: Regular, Full Time

SALARY RANGE: $79,149.63 - $125,143.57

TITLE: CHILDREN'S SERVICES DIRECTOR

GRADE: 34        

UNION AFFILIATION: Non-Union Employees

VISION:
A community that is safe, healthy, and just, where all can thrive.

MISSION STATEMENT
Provide safe, secure, care and custody for young people that is of exceptional quality in all domains.

CORE VALUES
We Believe:
- In the dignity and worth of ALL people, and that diversity enriches life.

- In the redemption, recovery, and relentless hope.

- In equitable access to resources and opportunities for all people

- That relationships are our most important tool.

- That education is a right, not a privilege.

- That people are more important than things

JOB SUMMARY
Under the direction of the County Administrator is responsible for overall administration and operation of the
Youth Center in accordance with all applicable federal, state, and local laws and regulatory requirements for a
Child Caring Institution.  Develops, implements and administers Youth Center programs, services, policies and
procedures. Directs, assigns, monitors, evaluates and otherwise supervises the work activities of Youth Center
staff.  Participates in the negotiation and administration of collective bargaining unit agreements as they pertain to
Youth Center staff.  Directs, develops and oversees orientation and staff training for Youth Center staff.  Analyzes
and evaluates programs and services for effectiveness.  Performs related work as assigned.

EXAMPLES OF DUTIES
Essential Duties:
- Plans, organizes, assigns, directs and reviews the work of Youth Center staff, Youth Center contractual staff
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and volunteers. Selects personnel and provides for their training and professional development. Evaluates 
performance and carries out discipline/commendation as required. Interprets applicable state and federal laws 
and regulations and County policies to subordinates. 

- Assists in the development and implementation of goals, objectives, policies, procedures, and work standards 
for the Youth Center. 
 

- Participates in the preparation and administration of Youth Center budgets. 

- Maintains fiscal controls within budgetary standards in accordance with county policies and grant or contract 
requirements. 

- Develops and implements procedures, forms and processes to ensure that program record keeping and reports 
are submitted on time and in compliance with federal, state and county regulations and contractual agreements. 
 

- Manages or assists in the preparation of grant requests, annual plans, and special program documentation. 
Prepares and oversees the preparation of contracts, resolutions, and other written materials as necessary. 

- Maintains an adequate inventory of supplies and equipment, including food or direct assistance for customers. 

- Ensures the professional development of staff and volunteers to which assigned through internal and external 
training opportunities. 

- Represents the Youth Center in meetings with Boards, Committees, Commissions, regulatory and other 
government agencies, business and community groups, and the public. 

- Coordinates activities with other related departments and programs to ensure seamless and integrated 
customer service. 

- Serve on-call 24 hours per day to assist staff on duty in resolving operational problems. 

- Uses standard office equipment and software applications during work. 

- May be required to drive a County or personal vehicle during work. 

- Performs related duties as assigned. 

The above statements are intended to describe the general nature and level of work being performed by 
employees assigned this classification.  They are not to be construed as an exhaustive list of all job duties 
performed by personnel so classified. 

EMPLOYMENT QUALIFICATIONS 
Knowledge, Skills, and Abilities: 
- Principles and practices of human services administration, specific to those functional areas to which assigned.

 
- Applicable federal, state and local laws and regulations.

- Community social service agencies and resources related to families and juveniles.

- Principles and practices of employee supervision, including public personnel administration and labor relations
in a public agency setting.

- Research, data and analysis and report preparation techniques.

- Basic budgetary principles and practices.

- Auditing principles and practices.

- Basic principles of public administration, including the functions of elected and policymaking Boards and
Commissions.

- Computer applications related to the work.
 

- Public information and presentation techniques.

- Principles and practices of purchasing and contract administration in a public agency setting.
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- Excellent oral and written English language usage.

- Standard office practices, including the operation of standard office equipment.

- Planning, organizing, and directing the operations of human service programs for at risk youth.

- Planning, directing and reviewing the work of others and training others in work procedures.

- Interpreting, applying and explaining complex laws, policies and regulations.

- Setting priorities, coordinating multiple projects and meeting critical deadlines.

- Using sound, independent judgment within established policy and procedural guidelines.

- Performing complex and sensitive professional level analytical and operations support work.

- Collecting, analyzing, and evaluating varied information and data.

- Preparing clear, concise and effective written materials.

- Representing the County effectively in meetings with others.

- Establishing and maintaining effective working relationships with those contacted during work.

LICENSES AND ADDITIONAL REQUIREMENTS 
- Possession of a valid Michigan Vehicle Operator's License is required.

- Law Enforcement Information Network clearance, and/or fingerprint registration in accordance with State of
Michigan Licensing Rules for Child Caring Institutions.

- Visual acuity sufficient to read printed materials and a computer screen.

- Hearing and speech sufficient to communicate in person and over the telephone.

- Serves on-call, twenty-four hours per day, seven days per week to respond to emergencies. 
These requirements may be accommodated for otherwise qualified individuals requiring and requesting such
accommodations.

PHYSICAL DEMANDS 
This job requires the ability to perform the essential functions contained in this description.  These include, but are
not limited to, the following requirements:
 
- Completion of a pre-placement physical and PPD (TB Test).

- Sufficient mobility to work in a normal office setting and use standard office equipment including a computer.

- Visual acuity sufficient to read printed materials and a computer screen.

- Hearing and speech sufficient to communicate in person and over the telephone.
 

- Serves on-call, twenty-four hours per day, seven days per week to respond to emergencies. 
These requirements may be accommodated for otherwise qualified individuals requiring and requesting such
accommodations.

EDUCATION 
Possession of a Master's Degree in Public Administration or a Human Behavioral Science: Social Work,
Psychology, Guidance and Counseling, Consumer or Community Services, Criminal Justice, Family Ecology, or
Sociology from an accredited college or university.

EXPERIENCE 
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Five (5) years of professional level managerial or administrative experience in a child caring institution or child
placing agency, or an equivalent organization.
 
The qualifications listed above are guidelines.  Other combinations of education and experience that could
provide the necessary knowledge, skills and abilities to perform the job may be considered, and must be in
accordance with State of Michigan Licensing Rules for Child Caring Institutions for the position of Chief
Administrator.
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