MDC OPERATIONS ADMINISTRATOR
Bernalillo County is conducting a search for candidates for the MDC OPERATIONS ADMINISTRATOR position.
Under the general direction of the Chief of Corrections, responsible for planning, directing, managing and overseeing the operations of inmate related services and support functions and provide highly responsible and complex administrative support to the Chief of Corrections. Assume full management responsibility for services and activities of the assigned area of responsibility.   Recommend and administer unit management policies and procedures. Manage the development and implementation of Metropolitan Detention Center (MDC) goals, objectives, policies and priorities for each assigned service area. Establish appropriate service and staffing levels, monitor and evaluate the efficiency and effectiveness of service delivery methods and procedures, and allocate resources accordingly. Plan, direct and coordinate, through subordinate level staff, the MDC work plan, assign projects and programmatic area of responsibility; review and evaluate work methods and procedures; meet with key staff to identify and resolve problems. Assess and monitor workload, administrative and support systems, and internal reporting relationships; including hardware and software upgrades and training. Select train, motivate and evaluate corrections personnel; provide or coordinate staff training; work with employees to correct deficiencies; implement discipline and termination procedures. Participate in the development and administration of the department’s annual budget; approve the forecast of funds needed for staffing, equipment, materials and supplies; approve expenditures and implement budgetary adjustments as appropriate and necessary. Represent MDC to other divisions, departments, elected officials and outside agencies; coordinate assigned activities with those of other divisions, departments and outside agencies and organizations. Oversee and participate in the management of vendor contracts as needed to provide support services to the department and inmates. Explain, justify and defend MDC unit programs, policies and activities; negotiate and resolve sensitive and controversial issues. Provide staff assistance to the Chief of Corrections; participate on a variety of boards, commissions and committees; prepare and present staff reports and other necessary correspondence.

MINIMUM QUALIFICATIONS: Bachelor Degree in Criminal Justice, Social Science, Public Administration, Business Management or related field, plus five (5) years of increasingly responsible work experience in the correction field, with at least three (3) of those years in a supervisory/management capacity

The On-line Application Process can be accessed at website www.bernco.gov/alljobs/. 
Applications are also available at the Bernalillo County Human Resources Department One Civic Plaza NW 4th Floor Suite 4012, Albuquerque NM 87102. Copies of required certifications, registrations, and/or licenses, if not attached on-line, must be provided at the time of interview. 

