LENOIR COUNTY DEPARTMENT OF SOCIAL SERVICESPRIVATE 

RECRUITMENT ANNOUNCEMENT 

SOCIAL SERVICES BUSINESS OFFICER I
SALARY GRADE:  72


SALARY RANGE:  $37,814 - $66,728
DATE: February 6, 2012


POSITION NO: 207-16-001
DESCRIPTION OF WORK: The primary purpose of this position is to manage, lead, and direct the financial and budgetary operations for a large County Department of Social Services.  This position also provides supportive services to the agency in work areas such as Clerical, Mail and Supplies, Reception, Accounting, Check writing, Data entry, Purchasing, Budgeting, Record Management, Information Systems Management, Interpreter Services, Housekeeping, Hazardous Chemical and Material Management, and General Maintenance and upkeep of the building and grounds, Office Equipment, and Agency Cars.  

KNOWLEDGES, SKILLS AND ABILITIES: This position requires considerable knowledge of the principles and practices of public and business administration, of modern office procedures and equipment including computers, of personnel policies, and procedures of accounting.  The ability to exercise independent judgment, to plan work efficiently, to interpret policies and to establish effective working relationships with co-workers and the public are also necessary. 

MINIMUM TRAINING AND EXPERIENCE REQUIREMENTS:  The ideal person in this position would possess a four year degree from a four year college or university and three years experience in personnel, budgeting, and research; or an equivalent combination of training and experience.  Prior Social Services Budget/Accounting Experience in North Carolina Preferred.  
APPLICATION PROCESS: County employees who wish to make a change in employment to this position should make application to April Martin, Lenoir County Human Resources Department, PO Box 3289, Kinston, NC 28502.  All outside applicants must make application with and be referred by the Employment Security Commission (ESC).  State application, PD-107 is required.  Incomplete or unsigned applications will not be processed.  This agency utilizes the structured interview process.

CLOSING DATE:  February 17, 2012
***PORTFOLIO FROM JOB LINK CENTER PREFERRED, WHICH INCLUDES THE FOLLOWING: (PD107, TYPING TEST, CRC OR KEYTRAIN PREASSESSMENT SCORES AND RESUME.)  CONTACT JOB LINK CENTER IN GREENE, JONES OR LENOIR COUNTY FOR ADDITIONAL INFORMATION.  SUBMIT THE ABOVE NOTED ITEMS ALONG WITH AN ESC REFERRAL TO APRIL MARTIN, LENOIR COUNTY HUMAN RESOURCES DEPARTMENT, PO BOX 3289, KINSTON, NC  28502.  INCOMPLETE APPLICATIONS WILL NOT BE PROCESSED.  
AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER
