PROGRAM ADMINISTRATOR
GENERAL DEFINITION OF WORK:

Performs effective and efficient oversight of program delivery and detainee related services; exercises general oversight of detention center admissions, post-dispositional services and programs, pre-dispositional services, evidence-based behavior management programming, security, facility compliance with Board of Juvenile Justice Standards and Prison Rape Elimination Act Standards (PREA), volunteers, and detainee activities.
Work is performed under the general supervision of the Deputy Superintendent.  Supervision is exercised over all departmental staff.

TYPICAL TASKS:
Responsible for promoting the highest professional and ethical standards within the organization;

Monitors departmental expenditures to ensure effective and efficient use of resources;

Works cooperatively with other administrators to ensure effective and efficient delivery of services;
Ensures that all aspects of detainee safety and facility security procedures are followed;

Assists in the development and implementation of policies and procedures;

Participates in personnel actions involving hiring, promotions, transfers, progressive discipline, and other personnel functions within the department;

Assists in planning, coordinating and evaluating training needs of department personnel;

Monitors and reviews the work of subordinates;

Responsible for development, implementation and evaluation of effective detainee programs;

Assists in compiling statistical data, maintaining records, preparing monthly reports or other reports as requested;

Collaborates with school principal to ensure the safe and effective delivery of educational services;
Collaborates with Blue Ridge Behavioral Healthcare to ensure effective delivery of mental health services;
Interprets the philosophy and objectives of the facility through contacts with public agencies and community organizations;

Ensures fair and equitable deployment of assigned personnel in achieving the highest level of facility safety and effective delivery of detainee programs and services;

Ensures effective, collaborative and professional relationships with peers, other professionals, and subordinates are maintained so as to place the organization in the highest esteem obtainable within the criminal justice system;
Advocates for the fair and equitable delivery of services to detainees;

Serves as on-call administrator as assigned;
KNOWLEDGE, SKILLS AND ABILITIES:
Thorough knowledge of effective programs and services for the treatment and rehabilitation of the offender population;  thorough knowledge of the legal and juvenile justice systems, community service agencies, facilities and programs for juvenile offenders;  thorough knowledge of safety and security procedures and techniques;  general knowledge of management principles and practices; general knowledge of computers and office productivity software; ability to analyze complex problems and make decisions; ability to gather and interpret information.  Ability to organize, coordinate, and supervise the work of others; ability to maintain effective work relationships with employees, the public and other private and public sector organizations;  ability to communicate effectively orally and in writing; ability to lead and motivate a diverse workforce.
EDUCATION AND EXPERIENCE:
A Master’s degree in social work, psychology, criminal justice administration, or public administration is preferred; a baccalaureate degree from an accredited college or university in the field of criminal justice, institutional management, social work, human services, psychology, public administration or other related discipline is required; five years successful supervisory experience of employees in a residential, correctional, or detention setting with at least two of the five years in a management role.  
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THIS IS A JOB DESCRIPTION AND NOT AN INDIVIDUALIZED POSITION DESCRIPTION.  A JOB DESCRIPTION DEFINES THE GENERAL CHARACTER AND SCOPE OF DUTIES AND RESPONSIBILITIES OF POSITIONS IN A JOB CLASSIFICATION, BUT IS NOT INTENDED TO DESCRIBE AND DOES NOT NECESSARILY LIST THE ESSENTIAL JOB FUNCTIONS FR A GIVEN POSITION IN A CLASSIFICATION.








