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	Job Title:
	Office Manager I

	Opens:
	Monday, 1/30/12

	Closes:
	Monday, 2/13/12 12:00 PM Pacific Time

	Salary:
	$58,671 - $78,906 Annually (DOE*)

	Job Type:
	Non-Career Service, Full Time, 35 hrs/week

	Location:
	401 5th Ave Room 131, Seattle, WA  98104.

	Department:
	King County’s Office of Law Enforcement Oversight


King County is committed to equity and diversity in the workplace. In addition, the county is committed to recruiting and maintaining a quality workforce that shares our guiding principles: collaborative, service-oriented, results-focused, accountable, innovative, professional and fair and just.
WHO MAY APPLY:  This position is open to current King County employees only.  Legislative Branch Experience is preferred.

FORMS AND MATERIALS REQUIRED:  A King County paper application and a letter of interest detailing your background and ability to perform the functions of this job.  
Paper applications can be downloaded from the King County Human Resources website by right clicking on this link and selecting Open Hyperlink, King County Job Application. If you are not able to open the link, please paste the link into your internet browser; http://www.kingcounty.gov/employees/HumanResources/forms.aspx#apps
Please submit your completed application materials via mail or emailed to the following address by 12:00 p.m., February 13, 2012.  
Employment and Administration Committee
Attn: Tracy Calderon

516 3rd Ave, Room 1200 
Seattle, WA  98104
employment.committee@kingcounty.gov  
WORK LOCATION: Office of Law Enforcement Oversight, 401 5th Ave Room 131, Seattle, WA  98104.

WORK SCHEDULE:  This position is a non career service, regular full-time 35 hour workweek and is exempt from the provisions of the Fair Labor Standards Act, and is not overtime eligible.  The incumbent may be required to work extended work hours to respond to service needs. The workweek is normally Monday through Friday.
Continued

Summary
The Office of Law Enforcement Oversight (OLEO) is a new independent agency responsible for ensuring the integrity of the King County Sheriff’s complaint and investigation process, including the resolution of citizen complaints. To aid in the establishment and administration of this office, a position of Office Manager has been created to assist the Director of OLEO. 
The Office Manager manages all aspects of administrative operation of the office under guidance of the office director.  Organizes and may supervise a staff providing administrative support in areas such as reception, secretarial, clerical, office information flow, and support to office operations
This position oversees and participates in production of reports, audits, investigative materials and special studies that require copy editing and integration of text, graphics, and presentation materials.  The Office Manager I is a salaried, at-will, overtime exempt classification.  
Experience and Qualifications

The most competitive candidate will have experience supervising staff, working with public financial systems/ accounting, contracting and purchasing, creating and implementing administrative policies and procedures, coordinating with others to solve facility issues, troubleshooting problems, and modeling exemplary customer services. The person in this position must manage multiple priorities, independently, while demonstrating initiative and responsibility.  
The position typically requires an Associate’s degree with emphasis in a business occupation and five years of progressive experience in office management preferably in a relevant organization.  Additional experience in a supervisory capacity of administrative support functions, including leadership of work teams, may substitute for some higher education.  Experience with facilities and office administration functions and knowledge of Microsoft Office products preferred.  
Supplemental Information

A written examination may be required of finalists.  

*Salary will be determined based on the applicant’s experience and qualifications.


If you need an accommodation in the recruitment process or an alternate format of this announcement, please inquire directly with the contact listed on the job announcement or the department's Human Resources Service Delivery Manager.

[image: image2][image: image3]
