
  

 

 

 
PRINCE GEORGE COUNTY, VIRGINIA 

 
December 2021 

 

COUNTY ADMINISTRATOR 
 

 FLSA Status: Exempt 

POSITION SUMMARY: 
Under the direction of the Board of Supervisors, leads the operations of the County government, balancing the day to 

day needs of the County’s citizens while guiding the development of services and facilities that support a growing 

community.  Serves in an advisory capacity to the Board of Supervisors. 

 

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 
Planning, directing and coordinating the overall operation of the County government; serving as chief 

administrative and operating officer; ensuring proper operations, staffing and budgeting; advising and assisting 

the Board of Supervisors on operations and governance; planning organizing and directing planning activities, 

services, programs and staff. 
(The following tasks are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them 

from the position if the work is similar, related, or a logical assignment to the position.) 

Reviews proposed departmental operating budgets and prepares and submits proposed County budget to the Board for 

approval; administers approved operating budget; 

Attends and participates in Board of Supervisors meetings and numerous other committee and board meetings and 

public hearings; advises and provides appropriate information; 

Reviews and prepares written reports and recommendations for Board of Supervisors; 

Coordinates and facilitates with elected constitutional officers involving interaction with the Board of Supervisors; 

Supports the work functions of all committees, boards and task forces appointed by the Board of Supervisors; 

Serves on various boards, commissions and authorities as appointed by the Board of Supervisors; 

Makes recommendations on various County matters for consideration and possible action by the Board; 

Carries out all policies and instructions in a manner consistent with federal, state and local regulations; 

Executes and enforces all resolutions, state laws and orders under the jurisdiction of the Board; 

Represents the Board at meetings and conferences as directed; 

Makes public appearances; performs liaison activities to other local, state and federal agencies and organizations; 

Performs a variety of related activities, such as field inspections and review of County projects as needed; 

Excellent communications and interpersonal skills, including the ability to collaborate, listen effectively, and understand 

differing views; 

Strong diplomatic leadership skills in the government organization, the community, and region; visionary, proactive, and 

decisive; able to integrate new ideas into a reasonable approach for community betterment; 

Participates in emergency response operations as required in a declared emergency by County officials; completes 

required NIMS training as a condition of employment; 

Performs related tasks as required. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

Thorough knowledge of the principles and practices of public administration; thorough knowledge of public utility 

construction and infrastructure; comprehensive knowledge of local government finance practices; comprehensive 

knowledge of the laws, ordinances and regulations underlying a county government to include legislative process on 

both the state and federal level; ability to write clear and concise reports, memoranda, directives and letters; ability to 

analyze complex problems and develop comprehensive plans from general instructions; ability to plan and direct the 

work of a large workforce; ability to establish and maintain effective working relationships with department heads, 

Board of Supervisors and the general public. 

 

EDUCATION AND EXPERIENCE: 

Any combination of education and experience equivalent to graduation from an accredited college with a bachelor’s 

degree in business or public administration, planning or related field; with a master’s degree preferred.  In addition, 

processing managerial experience, preferably in the public sector, is desired.  The successful individual must be able to 

demonstrate experience and proven success in finance and budget, growth management, strategic planning, staff 

development and collaboration with residents and outside agencies. 

 



  

 

SPECIAL REQUIREMENTS: 

Possession of an appropriate driver’s license valid in the Commonwealth of Virginia; County residency is required. 


