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COUNTY EXECUTIVE

SUMMARY OF NEW DUTIES AND RESPONSIBILITIES

Appoint department heads and other officers and employees as
provided in this Charter. Should the County Executive fail to make
such appointment in writing, signed and filed in the offices of the
Clerk and the County Clerk within a period of 30 days from a vacancy
in such department or administrative unit, as the case may be, the
County Legislature may appoint such department head or
administrative unit head. In no event, unless a default occurs in the
confirmation process by the County Legislature, shall any person
appointed by the County Executive enter upon his or her office unless
confirmation by the County Legislature shall have been filed by the
Clerk in the offices of both the County Clerk and the Clerk;

Supervise, direct and control the administration of all departments;

Appoint, without confirmation by the County Legislature, such
assistants, officers, and employees of the County Executive's office as
may be authorized by the County Legislature;

Conduct or supervise the conduct of collective bargaining negotiations
with legally designated bargaining agents of County employees;

Supervise and direct the internal structure and organization of every
unit of the executive branch of the County government;

Reorganize the duties of, create, combine, separate, or eliminate
executive departments of the County with the confirmation of the
Legislature;

Except as otherwise provided in the Charter or applicable law,
supervise the appointment and dismissal of employees;



e Except as otherwise provided in this Charter, serve as an ex officio
member of and appoint, supervise and terminate all executive
committees, commissions and boards needed to assist him or her in
the exercise of his or her executive functions and in the planning,
formulation and administration of executive policies and programs;

e Designate one or more official depositories located within the County
for the deposit of County funds;

e Himself or herself or through a designee require the submission of
regular reports of all County-funded agencies, assuring that publicly
provided funds are used by said funded agencies in accord with
overall County plans and agreed annually specified goals and
objectives for said agencies;

e Approve or disapprove the sufficiency of sureties on official bonds
and undertakings required to be posted of officers within the Office of
the County Executive;

e Execute all contracts under the sum of $50,000 and, with the approval
of the County Legislature, all contracts in excess of $50,000;

e Approve or disapprove in writing every proposed local law and

resolution and the County Budget by specified items, subject to the
provisions of § C-12 of this Charter.

Recommended Staffing

County Executive

Deputy County Executive
Deputy County Executive
Sr. Management Analyst
Management Analyst
Confidential Secretary



BUDGET OFFICE

e Responsible for the preparation and administration of the annual
Operating Budget

* Responsible for monitoring Expenditure and Revenue Accounts
during fiscal year

* Responsible for advising County Executive on all SOP’s relating to
budgetary expenses.

Equipment Purchase Request
Conference and Travel Request
Transfer of Funds Request
Petty Cash Request

Grant Application Request

Fill Vacancy Request
Promotion Request
Membership Request
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* Responsible for the preparation and administration of the long range
Capital Program.

Recommended Staffing

Budget Director

Deputy Budget Director
Sr. Management Analyst
Management Analyst
Confidential Secretary



GRANT ADMINISTRATION

Responsible for the Preparation, Administration and Close-Out of
County Grants

Ascertain grant availability and notify appropriate County
departments

Prepare Grant Application in conjunction with appropriate County
Department

Coordinate awarded grants through the Contract Management,
Insurance, Legal, Budgetary and Resolution phases to approval

Monitor grant requirements to assure goals are attained, reports are
filed timely, and payment is received.

Notify Fiscal Office of any interim reporting or drawdown that
generates a payment to ensure proper application of the revenue

File all original documents of completed grant for archiving purposes

Recommended Staffing

Grants Administrator
Management Analyst



STAFFING COMPARISON

EXECUTIVE BUDGET OFFICE GRANTS OFFICE

1 County Executive 1 Budget Director 1 Grants Administrator
2 Deputy County Executives 1 Deputy Budget Director 1 Management Analyst

| Sr. Management Analyst 1 Sr. Management Analyst 2
| Management Analyst 1 Management Analyst

1 Confidential Secretary 1 Confidential Secretary

6 5

CURRENT COUNTY ADMINISTRATOR

1 County Administrator

3 Deputy County Administrators (F/T)

I Sr. Management Analyst

1 Administrative Assistant

1 Confidential Secretary

1 (FTE) Deputy County Administrators (2 Part-time)
8






