
CHIEF
ADMINISTRATOR

$176 ,881 .00  -  $215 ,000 .00

A N N U A L L Y

   C A R E E R  O P P O R T U N I T Y

         Application Fi l ing Deadline:

         November 30 ,  2021  at  5PM

 

        Interviews wil l  be held:

        December 9 ,  2021

THE 
COUNTY
OF 

"Tehama County, a great place to live!"



ABOUT THE POSITION
Under general administrative direction of the Board of Supervisors, this
position performs highly responsible administrative work in the
coordination of County programs, the analysis of organizational systems
and methods, the review and coordination of the annual County budgets.
The Chief Administrator Coordinates and supervises the County’s
personnel, risk management, purchasing, and construction programs and
may also be designated as Personnel Director and/or Risk Manager
and/or Purchasing Agent. They provide direction and assistance to
County department heads, both elective and appointive. This position
also conducts administrative studies of County operations and prepares
recommendations for the Board of Supervisors. 

The Chief Administrator receives policy direction from the Board of
Supervisors and provides direct supervision of administrative personnel,
as well as,  supervision of County department heads under the direction of
the Board of Supervisors.

The Chief Administrator is a single position class that has full
responsibility to the Board of Supervisors for the administration of all
County services and activities. This is the top management position in the
County  administrative structure, demanding a high level of  skill,
knowledge and ability in all aspects of administration.

ABOUT THE 
COMMUNITY
Nestled in the northern Sacramento Valley, 
Tehama County lies approximately midway 
between Sacramento and the Oregon border. 
The County sits alongside the beautiful Sacramento 
River and is only 50 miles West of Lassen National Park. 
Tehama County is the central point of widespread recreation; 
with nearby camping, hunting, fishing, golfing, snow skiing, and boating
resources as good as or better than anywhere in California. Tehama
County is home to approximately 65,000 people. In our County's small
town atmosphere, you can experience the feeling of knowing your
neighbors. Additionally, the mean travel time to work is only 23 minutes
and the cost of living in Tehama County is lower than many other places
in California.

Acts on behalf of the Board of
Supervisors in conducting the daily
business of County government.
Attends and participates in
meetings of the Board of
Supervisors; makes
recommendations on agenda items.
Provides assistance and direction to
County departments and staff in the
preparation of agenda items and
backup documentation.
Acts as department head for County
Administration. Supervises, assigns
and reviews the work of
administrative staff;
hires/discharges department
personnel. 
Participates in the selection of
appointed County Department
Heads.
Evaluates the performance of
appointed County Department
Heads.
Develops, presents to the Board for
approval, and implements County
policies and procedures.
Analyzes legislation for impact to
County operations and procedures.
May serve as the Purchasing Agent
for the County directing County
purchasing activities, ensuring
compliance with established
procurement policies and
procedures.
May serve as County Risk Manager
in the administration of liability,
workers compensation, property
and medical malpractice programs.
May serve as the Personnel Director
providing management and
oversight to the County’s personnel
functions, including employee-
employer relations, classification,
benefits, affirmative action and
safety.
Interviews and selects or makes
recommendations for the selection
of consultants and contractors;
negotiates contract terms.

ESSENTIAL FUNCTIONS

Acts as County administrator,
providing administrative assistance to
the Board of Supervisors, County
departments and outside agencies.

Essential functions of the Chief
Administrator include, but are not limited
to:



Oversees County construction projects and/or
provides direction to assigned project manager.
Oversees management of County properties and
acts as the County’s agent in real property
transactions.
Coordinates preliminary, midyear and final budget
hearing processes; prepares budget analyses and
provides recommendations to the Board of
Supervisors. Administers individual budgetary
units within the purview of administration.

Acts as the County’s agent for the Tehama County Public
Facilities Financing Corporation, entailing the management
of financing projects; provides oversight and
recommendations on other County financing arrangements
as required.
Composes or provides staff direction to draft agreements,
resolutions, reports, ordinances, spreadsheets,
correspondence, analyses and other documents for
approval and/or execution.
Coordinates and assists departments in meeting their
technology needs.
Serves as the County’s representative on various boards,
committees and task forces.
Attends county, state, community and other meetings as
required to conduct County business.
 Represents the County and acts as liaison with other public
and private agencies, committees, and task forces, and
provides information to the media, public, and agency
representatives on County-wide activities or issues.
Provides overall administrative leadership, supervision, and
control of County business.
Performs related work as required.

IDEAL CANDIDATE
The Board of Supervisors is seeking a Chief
Administrator (CA) who will pro-actively and
energetically serve as a leader in carrying out Board
policies, and who will be creative in bringing forth
options to solve problems. The Board desires a CA
who will motivate department heads and staff to
work together cooperatively and reach high levels of
achievement, who will treat others with dignity and
respect, and who will demonstrate impeccable
integrity, honesty, and trustworthiness. The
successful CA will be able to serve as the Board’s
agent in effectively dealing with community
organizations, businesses, and other entities in
support of collaborative enterprises or positions on
issues endorsed by the Board. 

The ideal candidate will bring a solid 
understanding of  local government 

structure and technical strengths in the 
coordination of departmental functions. In addition,
the ideal candidate will possess at least five years of
professional management experience within a large

entity to include public administration, human
resource management, and fiscal management.

Current or prior Chief Administrators, or that of a
similar field, are strongly encourage to apply. 

COMPENSATION/BENEFITS

Retirement Plan – A generous retirement plan
through the California Public Employees'
Retirement System (CalPERS).
Health Insurance – The County offers a medical,
dental, and vision plan. Current employee rates,
as of January 1, 2022, are $188.95/mo. (EPO plan).
The plan covers the employee and all eligible
family members. A $30,000 VOYA life insurance
policy is also included.
Holidays– 13 paid holidays, plus one personal
holiday.

The annual salary range for the Chief Administrator
is $176,881 - $215,000; placement within this range is
dependent on experience and qualifications. This
salary is subject to change as the County is currently
conducting a compensation study. The County of
Tehama also provides a generous benefits package,
not limited to:

Management Leave- 40
hours annually
Parental Leave and
Bereavement Leave
provided
Deferred Compensation –
Two plans are available. A
matching contribution by
the County may be
negotiated.
Cell Phone Allowance –
$60 monthly

Personal Time Off (PTO) – Personal Time Off
is accrued at the rate of 20 hours per month
with a cap of 500 hours.

*All benefits will be negotiated upon the selection of a
successful candidate for inclusion in an individual employment
contract.



Following the filing deadline,
resumes and applications will be
screened according to the
qualifications outlined above. The
most qualified candidates will be
invited to an interview with the
Tehama County Board of
Supervisors on December 9, 2021.
References will be contacted only
following candidate approval. 

For questions about this 
recruitment, contact:

 
Tehama County Personnel

530-527-4183 
jobs@co.tehama.ca.us

To apply, scan this QR code with your
QR code reader app, or visit
www.jobs.tehama.us  and search by job
title - Click Apply in the top right
corner!

APPLICATION DETAILS

Filing Deadline: 
November 30, 2021 at 5PM

EDUCATION & EXPERIENCE

Graduation from an accredited four-year college or university
with a Bachelor’s degree in business administration, public
administration, or a closely related field.
Five (5) years of professional management experience within a
large entity to include public administration, human resource
management and fiscal management. 
Other combinations of education and experience may be
considered.

Any combination of training and experience which would provide the
required knowledge, skills and abilities is qualifying.  A typical way to
obtain the required qualifications would be:

LICENSE & SPECIAL
REQUIREMENTS

Requires a valid California driver’s license.

EQUAL OPPORTUNITY EMPLOYER / AMERICANS
WITH DISABILITIES ACT COMPLIANT /

VETERANS’ PREFERENCE POLICY / DRUG-FREE
WORKPLACE


