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JACKSON COUNTY 
JOB DESCRIPTION 

 
 
 
Job Title:  County Administrator 
 
Department:  County Commission Office 
 
FLSA:   Exempt    Grade:            Contract 
     Safety Sensitive Job: No 
     Security Sensitive Job: Yes 
 
Job Description Prepared:  February 2024 
 
Note: Statements included in this description are intended to reflect in general the duties 

and responsibilities of this job and are not to be interpreted as being all-inclusive.  
The employee may be assigned other duties that are not specifically included. 

 
 

Relationships 
 
Reports to: Commission Chair 
 
Subordinate Staff: Accounts Payable Clerk; Accounting Clerk; Administrative 

Assistant; Assistant County Administrator 
 
Other Internal Contacts: All Departments; All Employees 
 
External Contacts: General Public; County Attorney; Elected and Appointed 

Officials; Association of County Commissions of Alabama 
(ACCA); Accountants; Insurance Companies and Providers; 
Municipalities and Other Counties; Bond Issuing and Rating 
Authorities; Media Sources; Businesses and Vendors; County 
Administrators; Alabama Department of Revenue (DOR); 
Examiners of Public Accounts; Media Sources; Banks and 
Financial Institutions 

 
 

Job Summary 
 

Under the administrative direction of the County Commission, the employee develops and 
administers plans to accomplish the goals and objectives established by the Commission.  
Performs research and analysis relative to departmental operation and preparation of 
legislative action.  Supervises subordinate staff, establishes goals and priorities, and 
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provides guidance.  Oversees financial transactions of the County, serving in the 
functions of a chief financial officer to include the development of budgets and monitoring 
expenditures.  Advises the Commission on all matters pertaining to the Commission 
Office.  This is a responsible, high-level job, with latitude afforded in managing and making 
decisions. Assists the Chairman in areas of management and supervision of departments 
and County operations and management.  This job is considered security-sensitive and 
is subject to a pre-employment background check. 
 
 

Essential Functions 
 
ESSENTIAL FUNCTIONS:  The following list was developed through a job analysis; 
however, it is not exhaustive and other duties may be required and assigned.  A person 
with a disability which is covered by the ADA must be able to perform the essential 
functions of the job unaided or with the assistance of a reasonable accommodation. 
 
ESSENTIAL FUNCTION:  County Operations Management.  Provides and promotes 
effective and efficient management of the County through professional practices. 
 

1. Represents the County in an official capacity in a positive and professional 
manner. 

2. Ensures compliance and operational consistency with federal and state 
laws as local/county governments are impacted. 

3. Attends Commission meetings and work sessions. 
4. Consults with County Attorney, as needed, regarding personnel matters, 

pending lawsuits, land purchases, etc. 
5. Researches legislative acts, Attorney General Opinions, and maintains 

familiarity with the Code of Alabama. 
6. Determines cash requirements, accounting procedures, and budgets for 

building projects and advises the Commission. 
7. Confers with Commission, other elected officials, and Department Heads in 

developing County policies, programs, and procedures. 
8. Promotes positive public relations by assisting the public with problems, 

concerns, and requests. 
9. Presents a draft budget to the Commission for consideration. 
10. Maintains current insurance coverage for County property. 
11. Assists in planning long-range capital projects involving construction, 

renovation, and/or equipment acquisitions. 
12. Works with contractor, architects, and other professionals on capital 

projects; coordinates funding and payments. 
13. Sits on various boards and attends meetings as required. 

 
ESSENTIAL FUNCTION: Chief Financial Officer.  Oversees County accounting 
practices and financial operations; develops and maintains budgets, financial 
records, and reports; maintains accountability of revenues and expenditures; and 
reconciles all financial accounts to ensure that the County is financially sound.  
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1. Serves the County in the capacity of Chief Financial Officer. 
2. Ensures all budgetary matters enacted by the Commission are 

implemented and that all State and Federal regulations are met. 
3. Ensures accounting practices, as specified in the Alabama County Finance 

Manual, are followed. 
4. Oversees County financial operations, accounts, and reports. 
5. Manages cash accounts. 
6. Maintains financial records. 
7. Ensures invoices and purchase orders are processed in accordance with 

State laws and generally accepted public finance practices. 
8. Works with the appropriate departments and designated employees to 

ensure that the receipting and depositing of all County funds are made into 
the correct fund account. 

9. Receives annual budget requests from each department and appropriations 
requests from outside agencies; establishes the budget hearing dates and 
notifies the department heads. 

10. Meets with each department head to identify and recommend cuts to the 
requested budget amount. 

11. Oversees the compilation of annual departmental budget requests for 
consideration by the Commission during the annual budget preparation. 

12. Maintains accountability of revenues and expenditures; signs off on bank 
statements and acts as point of contact for County financial institutions and 
accounts. 

13. Reconciles all financial accounts. 
14. Prepares financial records and documents for audit purposes. 
15. Reviews all prepared financial statements. 
16. Gathers appropriate information for bond issuance. 
17. Prepares and furnishes monthly financial reports to the Commission, 

detailing expenditures and revenues. 
18. Researches and determines best options regarding borrowing money, 

funding initiatives, and capital expenditures. 
19. Invests County funds into interest bearing accounts and secures financing 

for County loans under the supervision of the Commission. 
20. Writes, signs, and/or supervises the writing of checks needed to make 

authorized payments. 
21. Transfers funds to various accounts as needed. 

 
ESSENTIAL FUNCTION: County Commission.  Provides administrative support, 
maintains records and minutes, assists with resolutions, and conducts research 
in order to impart advice and aid to the County Commission.  
 

1. Provides administrative support and resources to and for the County 
Commission. 

2. Reviews Commission correspondence and provides copies to the  
 Commissioners as needed. 
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3. Maintains records, minutes, and completes other Commission  
 correspondence as required. 
4. Assists the Commission in developing County resolutions. 
5. Prepares Commission meeting agendas and packets in coordination with 

the Commission Chair. 
6. Takes minutes; distributes and corrects as needed. 
7. Ensures that minutes are signed and maintained as required. 
8. Makes agendas and minutes available to the public. 
9. Ensures that decisions and action items identified and approved by the 

Commission are undertaken accurately and completely. 
10. Conducts research; makes recommendations to the Commission. 

 
ESSENTIAL FUNCTION: Management and Supervision.  Provides managerial 
oversight and supervision of employees by establishing priorities and ensuring 
goals and objectives are met.  
 

1. Works with the County Commission to establish priorities and goals for the 
County and the County administrative office. 

2. Ensures appropriate staffing of the office; assigns and reviews work of the 
Commission staff. 

3. Considers and approves leave for County Commission office employees. 
4. Approves time sheets and requests for leave. 
5. Ensures employees have access to appropriate training programs. 
6. Works with HR to fill employee vacancies for the County Commission 

Office. 
7. Ensures maintenance of inventory records of County property. 
8. Conducts performance evaluations of Commission Office employees. 
9. Ensures compliance with State competitive bid laws. 
10. Receives and responds to department heads’ requests and concerns. 
11. Assists in developing specifications for computers, communication devices, 

and associated systems. 
12. Works with appropriate departments, individuals, and the Commission in 

the purchase and funding associated with new equipment and services. 
 
ESSENTIAL FUNCTION: Department and County Operations.  Facilitates efficient 
Departmental and County operations. 
 

1. Represents the County in a consistently positive and professional manner. 
2. Participates in and provides advice for County projects, initiatives, and 

special events to the County Commission. 
3. Represents the County at public events and in meetings. 
4. Maintains confidential information. 
5. Assembles information and writes reports. 
6. Utilizes the internet and other resources to identify current best practices 

in county governments and operations. 
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7. Drives throughout the County to meet with department directors, 
employees, business and industry representatives, and the general public. 

8. Prepares and makes presentations. 
9. Meets with the media in conjunction with the County Commission. 
10. Maintains documents, logs, records, and reports. 
11. Schedules time and ensures availability to meet with department directors 

and employees. 
12. Attends training programs to attain and maintain certifications and 

credentials as required for the duration of employment. 
13. Considers options and opportunities for the County Commission Office; 

makes decisions and implements. 
14. Considers options and opportunities for the County and advises the 

County Commission for decision.  
15. Receives problems and complaints; resolves situations and issues in a 

proactive manner; solves problems. 
 
 
Non-Essential Functions: 
 

Performs other job-related duties as required or assigned. 
 
 

Knowledge, Skills and Abilities 
(* Can be acquired on the job) 

 
1. *Knowledge of County and departmental policies, procedures, and 

guidelines. 
2. Knowledge of state, county, and federal statutes, and laws. 
3. Knowledge of the general principles of accounting. 
4. Knowledge of principles of management. 
5. Knowledge and application of employment laws and best practices. 
6. Knowledge of County filing system and procedures. 
7. Verbal skills to effectively communicate with co-workers, commission, and 

the general public. 
8. Computer skills to effectively create documents and enter budget 

information. 
9. Reading skills to read, understand, and explain state acts, federal laws, and 

guidelines, and Attorney General opinions. 
10. Writing skills to compose complex letters to citizens and other governmental 

agencies. 
11. Math skills to accurately project budgets. 
12. Ability to manage the County’s financial matters. 
13. Ability to maintain confidentiality. 
14. Ability to prioritize work projects for self and others. 
15. Ability to provide effective supervision and guidance. 
16. Ability to plan and make presentations. 
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17. Ability to multi-task. 
18. Ability and skills to use computers, specialty software, and other office 

equipment in an effective manner. 
19. Ability to work in a productive, cooperative manner with individuals and 

groups. 
20. Ability to organize files and work projects. 
21. Ability to work independently with no supervision. 
22. Ability to direct the work of others and ensure departmental and County 

projects and duties are completed. 
23. Ability to pay attention to detail and to ensure accuracy. 
24. Ability to exercise judgment to make and implement prudent decisions. 
25. Ability to drive. 

 
 

Minimum Qualifications 
 

1. Possess a bachelor’s degree in public administration, business, or 
accounting from an accredited college or university.  

2. A minimum of five (5) years of progressive professional work experience in 
accounting and finance, three (3) years of which is preferred in local 
government. 

3. Previous work experience in financial management, accounting, or 
bookkeeping. 

4. Previous work experience in management and supervision. 
5. Ability and accomplishment of the Certified County Administrator (CCA) 

designation within four (4) years of employment in the job. 
6. Maintains certifications throughout the duration of employment. 
7. Possess a current and valid driver’s license and be insurable. 
8. Ability to travel to attend meetings, training programs, and conferences. 
9. Ability to respond to emergencies and return to work due to emergency 

situations. 
10. Ability to work nonstandard, extended, or unusual hours. 

 
 

Physical Demands 
 
The work is sedentary.  Typically, the employee may sit comfortably to do the work.  
However, there may be some walking; standing; bending; carrying of light items such as 
papers, books, small parts; driving an automobile, etc.  No special physical demands are 
required to perform the work. 
 
 

Work Environment 
 
The work environment involves everyday risks or discomforts which require normal safety 
precautions typical of such places as offices, meeting and training rooms, libraries, and 
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residences or commercial vehicles, e.g., use of safe work practices with office equipment, 
avoidance of trips and falls, observance of fire regulations and traffic signals, etc.  The 
work area is adequately lighted, heated, and ventilated. Work may also provide moderate 
risks or discomforts which require special safety precautions, e.g., working around moving 
parts, carts, or machines; with contagious diseases or irritant chemicals, etc.  Employees 
may be required to use protective clothing or gear such as masks, gowns, coats, boots, 
goggles, gloves, or shields. 
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