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POSTED:            March 15, 2017			    DEADLINE TO APPLY:	    April 15, 2017





LOCATION:	E. L. Richardson Building - Administration Division/Internal Services





DUTIES:	Plans, directs, and coordinates agency-wide internal services management including purchasing, contracts, facilities, records management, mail services, and warehouse operations in support of the Administration Division. Responsibilities include, but are not limited to, management and oversight and implementation of agency policies and procedures related to internal service functions. Oversees the development and implementation of internal services policies and procedures. Provides leadership to subordinate managers and staff. This position functions as a senior manager in the Administration Division under the general leadership of the Division Director, Administration.    





MINIMUM QUALIFICATIONS:


Bachelor’s degree in a related field from an accredited college or university AND Six years of experience managing professional level staff OR Ten years of related professional experience AND Six years managing at the level equivalent to area of assignment OR Six years of experience required at the lower level Sr. Mgr 2, Business Ops (GSM013) or position equivalent.  Note: An equivalent combination of education and job specific experience that provided the knowledge, experience and competencies required to successfully perform the job at the level listed may be substituted on a year-over-year basis.  





PREFERRED QUALIFICATIONS:


In addition to the minimum qualifications, preference will be given to applicants with a bachelor’s degree and at least two (2) years of recent management experience in internal services operational areas or general public administration experience managing multiple local or state county government functional areas, or comparable departments.





NOTE:   Employment with the DeKalb County Board of Health is not complete or official until applicants meet all pre-employment requirements. If this position requires a college degree and you are selected for an interview, you will be required to submit official transcripts to the Human Resources Department prior to any official offer of employment.





Not Every Applicant Will Receive an Interview and Only Those Selected for an Interview will be Notified





FBI Fingerprint Criminal Records Investigation Is Required














ALL APPLICANTS MUST APPLY FOR THIS POSITION AT:  





� HYPERLINK "http://www.dph.georgia.gov" �www.dph.georgia.gov� 


(Must complete application)





Mail Official Transcripts to: 


DeKalb County Board of Health


Human Resources – Leona Couloute


P. O. BOX 987 – (445 Winn Way) - Decatur, GA  30031





AN EQUAL OPPORTUNITY EMPLOYER


If you require accommodations under the American Disability Act (ADA), email request by the closing date of this announcement to:  �HYPERLINK "mailto:Jacqueline.Hill@dph.ga.gov"�Jacqueline.Hill@dph.ga.gov�








AN EQUAL OPPORTUNITY EMPLOYER




















Internal Services Manager


Position # 10005


 (Salary is offered based on Education, Experience and/or Budget)
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