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	JOB TITLE

	
	Management Analyst

	
	DEPARTMENT

	
	Baldwin County Board of Commissioners


    JOB SUMMARY

Baldwin County is seeking a Management Analyst join and serve as a key member of the County’s leadership team with the direct responsibility of management of assigned departments and other duties as assigned. This position also assists the County Manager with establishing short-term and long-term development and redevelopment plans to meet the County’s strategic growth and development objectives. It is important to note that responsibilities are broad in scope and involve highly sensitive and publicly visible projects that require a high degree of policy, program, and management discretion.
The ideal candidate will be an experienced, ethical, and dedicated leader who can succeed in an organization that strives for a culture of excellence with respect, accountability, continuous improvement, and communication among its core values. The candidate must be people focused, exhibit an exemplary customer service approach, and have a strong commitment to public service.
MAJOR DUTIES

This position is responsible for managing the day-to-day operations of county government assigned departments, to include the following duties and responsibilities:
Airport

· Develop Project Statement(s)

· Develop Project Estimates with Engineering Contractor

· Submit Project Estimates to GDOT

· Execute GDOT Contracts

· Publish Invitations to Bid on Georgia Procurement Registry

· Publish Winning Bid on Georgia Procurement Registry

· Prep Construction Firm for Invoicing

· Information Signs to FBO

· Issue Main NOTAMS

· Review Construction Schedule(s) with Engineering Firm

· Email List Owners/ Others

· Visit Airport Neighbors

· Brief County Manager

· Coordinate with County Engineer

· Brief DBE Contractor
Administrative Tasks

· Prepare and Distribute Communication to Plane/Hangar Owners

· Implement Hangar Agreements

· Maintain Plane Registration

· Mount Hangar Numbers

· Maintain Databases for Hangars/Registration
· Communicate with Owners of Non-Airworthy Plane(s) Maintain Operational Statistics

· Develop and maintain Standard Operating Procedures

Transit

Bus Operations

· Ensure dispatchers are creating efficient dispatch trips

· Ensure dispatchers maintain the Q-Ryde program

· Ensure dispatchers maintain daily bus and lift pre-trip paperwork and submitted daily

Bus Maintenance

· Ensure Maintenance Schedule for buses is followed by checking the pre-check forms 

· Ensure that an annual DOT inspection of each buses is performed

· Maintain spreadsheet or other software of bus maintenance history
DOT Drug Testing

· Attend Drug and Alcohol testing program and Reasonable Suspicion training. 

· Maintain all files associated with the program. 

· Work closely with the testing site to ensure it follows FTA guidelines.

Training

· Ensure all employees receive drug and alcohol training.
· Ensure all employees receive PASS Training.
· Ensure Dispatcher can attend PASS Train the trainer class.
· Ensure Dispatcher attends Reasonable Suspicion Training. 

· Maintain a Training Log.
Grant Management

· Complete all documents for application.

· Create budget request for transit based on needs of the program and submit to finance.

· Complete all paperwork for TTFP grants.

· Make sure all-time sheets are done and submitted to accounting.

· Edit all policy updates and submit to finance.

· Attend all programmatic and finance trainings.

· Review purchases monthly to make sure transit stays on track with their budget.

· Work with GDOT 5311 Program manager on annual audit, annual DAMIS report and drug mock testing as       
well as other GDOT transit requirements.

Other Duties

· Act as a liaison between the county manager and other departments, ensuring effective communication and 
coordination across the organization.

· Analyze data and information to inform decision-making, make recommendations, and develop strategies 
that support the county’s objectives.

· Complete special projects as assigned by the County Manager.
· Oversee and coordinate public information, county events, and assists with grant efforts in support of the 
community’s and organization’s policies, goals, and objectives.

· Monitor the budget for assigned departments and work units.

· Responsible for coordinating, and communicating directly with the public by use of County’s website, social 
media, and print media.

· Attend Commissioner meetings, makes presentations to boards, civic groups, homeowners associations and 
businesses. 

· Perform and manage complex professional planning projects, research, and analysis.
· Communicate with residents, developers, design professionals, county departments, and others.
· Complete project scopes-of-work, budgets, and timelines for major projects.
· Prepare and submit grant applications as needed.
· Establish relationships with state and federal agency employees.
CANDIDATE QUALIFICATIONS

Bachelor’s degree in business, public administration, economic development, urban planning or related field from an accredited university; A Master’s degree in Public Administration is highly preferred.  
A minimum of three (3) years of progressively responsible supervisory experience or any equivalent combination of education, training and experience sufficient to perform the essential duties of this position. 
Knowledge and experience working with state and federal agencies required.

AN EQUAL OPPORTUNITY EMPLOYER
The Baldwin County is committed to having a workforce that reflects diversity at all levels and is an equal opportunity employer. Therefore, qualified applicants are considered for employment, and employees are treated during employment without regard to race, color, religion, national origin, citizenship, age, sex, sexual orientation, gender identity, marital status, ancestry, physical or mental disability, veteran status, political affiliation or any other characteristic protected under applicable law.
Job Type / Type of Position: Full-Time
Education Level: College
Experience Requirement: 1-3 years

Salary: Depends on Experience
How to Apply:

Qualified persons may apply at
BALDWIN COUNTY BOARD OF COMMISSIONERS OFFICE
1601 North Columbia St, Suite 230
Milledgeville, GA 31061

Applications may be downloaded from our website,  https://www.baldwincountyga.com/jobs, and e-mail them to jobs@baldwincountyga.com or tdixon@baldwincountyga.com.

BALDWIN COUNTY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, NATIONAL ORIGIN, SEX, RELIGION, AGE, GENDER IDENTITY, OR DISABILITY IN EMPLOYMENT OR THE PROVISION OF SERVICES.

APPLICATIONS WILL BE ACCEPTED UNTIL JOB FILLED
BALDWIN COUNTY, GA.  EQUAL OPPORTUNITY EMPLOYER

