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NOTICE:

DEADLINE EXTENSION FOR
COUNTY MANAGER APPLICATIONS

Mora County will extend the deadline for submission of
applications for the County Manager position.

The new deadline for application submission is
Friday, October 27, 2023, at noon.

Any interested party wishing to present their qualifications for the position must
submit a complete application packet, which includes a complete County
Employment application and resume, to the Human Resources Coordinator,
DesMarie Romero. Should you need additional information, you can contact
Mrs. Romero at 575-387-5925 or dromero@countyofmora.com.

Mora County is an equal opportunity employer.

Posted on: October 13, 2023


mailto:dromero@countyofmora.com

County of Mora
Job Description

Job Title: County Manager

Position Summary

The position of County Manager is appointed by and reports to the three-member Board of
County Commissioners to serve as Mora County’s chief administrative officer. Under broad
policy guidance and direction of the Board of County Commissioners, the County Manager is
responsible for the day-to-day administration and operational services of County government and
the management of a broad range of county services. The County Manager ensures that all
departmental activities comply with the County’s goals and objectives, State and Federal laws,
and County policies and procedures.

Essential Duties and Responsibilities

e Develops, for approval by the County Commission, policies and procedures for the
effective operation and administration of County government;

e Implements, directs, and coordinates administration of County government in accordance
with policies and procedures approved by the County Commissioners;

e Oversees the enforcement of all ordinances, rules, regulations, and policies enacted by
the County Commission;

e Prepares, in consultation with the Commission Chair and County Attorney, and
distributes meeting agendas to the County Commission, as well as follows up on actions
taken by the Commission at each meeting;

e Employs, supervises, and provides direction, leadership and supervision to all County
administrative department heads and employees in the Office of the County Manager
(including the Assistant County Manager and Administrative Assistant);

e Meets with department heads to discuss overall operations;

e Directs and advises department heads and employees in the Office of the County
Manager on various issues, projects and programs;

e Works cooperatively and collaboratively with elected officials;

e Participates in human resources functions as allowed and required in the County’s
Personnel Manual;

e Assists in the development of personnel policies and procedures;

e Oversees and directs preparation of an annual budget to be recommended to the County
Commission;

e Oversees and administers the budget adopted by the County Commission, to include
coordination with elected officials and department heads on budget related matters;

e Directs the process of obtaining legislative funding, to include preparation of ICIP and
capital improvement funding requests;

e Manages committees organized and authorized by the County Commission;
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e Provides an intergovernmental liaison function and maintains lines of communication
with other state and local officials, community leaders, and the public;

e Ensures County compliance with all federal, state, and local rules and regulations;

e Provides and maintains facilities for all agencies as required under the law;

e Works collaboratively with the County Attorney, and other outside counsel, in overseeing
potential and pending litigation, the negotiation of County contracts, and other legal
matters;

e Oversees and administers County contracts with the assistance of staff;

e Maintains relationships with other community organizations, government agencies, and
other organizations as is necessary and in the best interest of the County and in
conformity with the overall objectives and policies of the County;

e Meets with the County Commission and private sector to discuss programs, projects, and
to manage public concerns;

e Oversees of the County Complex to include administration of the contracts and/or leases
with tenants, the maintenance plan, and supervision of maintenance staff;

e Provides property management of County buildings, including the oversite of public
works and construction projects;

e Researches funding opportunities and grants, to include preparation of grant applications;

e Plans for future development in Mora County to provide for population growth and
expansion of public services;

e Oversees emergency management response and administration in coordination with staff
and other agencies;

e All other duties as assigned.

Supervisory Responsibilities

Manages subordinate department heads who supervise employees in various departments to
include Human Resources, Finance Department, Payroll Department, Purchasing, Planning &
Zoning Department, Maintenance/Housekeeping Department, Road and Solid Waste
Department, Emergency Management, Fire Administration, EMS/Ambulance Service, MVD,
and DWI Departments. Is responsible for overall direction, coordination, evaluation, and
discipline of these department heads, to include employees in the Office of the County Manager.
Carries out supervisory responsibilities in accordance with the County’s policies and applicable
laws.

Other SKkills and Abilities

Ability to express oneself clearly and effectively in oral and written form including the ability to
engage in public speaking. Ability to provide leadership with strong persuasive and presentation
skills. Ability to perform essential functions and adapt to working conditions.

Competencies
To perform the job successfully, the individual should demonstrate the following competencies:

e Coordinates projects; communicates changes and progress; completes projects on time
and budget;
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Manages difficult or emotional situations involving employees, elected officials, and
members of the public;

Speaks clearly and persuasively in positive or negative situations; listens and gets
clarification; responds well to questions.

Builds commitment and overcomes resistance; prepares and supports those affected by
change; monitors transition and evaluates results.

Delegates work assignments; matches the responsibility to the appropriate staff member
under his/her direction; gives authority to work independently; sets expectations and
monitors delegated activities; provides recognition for results.

Exhibits confidence in self and others; inspires and motivates others to perform well;
effectively influences the actions and opinions of others; accepts feedback from others;
gives appropriate recognition to others.

Takes responsibility for subordinates’ activities; will be available to staff; provides
regular performance feedback; solicits and applies feedback (internal and external);
improves processes and services.

Continually works to improve supervisory skills.

Understands implications of decisions.

Works within approved budget; develops and implements cost saving measures where
appropriate.

Treats people with respect; accepts responsibility for own actions; follows through on
commitments; inspires the trust of others; works with integrity and ethically; upholds
organizational values.

Follows policies and procedures; supports Mora County goals and values; supports and
promotes diversity, equity, inclusion and accessibility.

Uses time efficiently and develops realistic action plans.

Ensures work responsibilities are covered when absent; arrives at meetings and
appointments on time.

Approaches others in a tactful manner; reacts well under pressure; treats others with
respect and consideration regardless of their status or position.

Follows instructions of the County Commission; responds to direction from the County
Commission; keeps the Commission updated.

Will work during regular business hours along with other County employees.
Understands that the position of County Manager occasionally requires work outside
regular business hours and commits to make him/herself available under such
circumstances.

Completes tasks on time or notifies appropriate persons with an alternate plan.
Understands the position is subject to a contract agreed to by the employee and the
County Commission.

License Requirements:

Valid New Mexico Driver’s License
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Declaration

I have read the above position description. I understand the demands and expectations of the
position described and, to the best of my knowledge, believe that I can perform these duties.

Employee’s Printed Name County Commission Chair (Printed Name)

Signature of Employee Signature of County Commission Chair

Date Date



Human Resources Department - 1 Courthouse Drive - PO BOX 580 Mora, NM 87732 - (575) 387-5925

Mora County Employment Application

Applicants are considered for all positions without regard to race, color, religion, sex,
national origin, ancestry, age, marital, or veteran status, or the presence of a medical
condition or disability unless a bona fide occupational qualification for position. This
application is intended for use in evaluating your qualifications for employment. This
is not an employment contract.

Mora County will conduct a drug screening, background and Motor Vehicle Record
Driver’s License check prior to employment.

INSTRUCTIONS FOR COMPLETING THIS APPLICATION
The completion of this application represents your ability to provide written
communication and follow directions. Incomplete or illegible applications will not be
processed.

If high school/GED or college education is required, attach a copy of diploma, degree
or appropriate transcripts to each application. Type or print in dark ink. Copies are
acceptable if each is clear, has an original signature, correct job title and contains
required attachments. Read recruitment announcement carefully for the position for
which you are applying. Note the skills and knowledge required for the position and
assure that you meet the minimum qualifications set forth on that announcement.
Carefully complete each block of the Employment History section to fully describe
your work or volunteer experience. Your qualification for a position will depend on
your description of previous experience and its relevance to the position you are
seeking. You are encouraged to include a resume with your application.

THE SELECTION PROCESS
Upon the closing date of the announcement, the Human Resources Coordinator will
review all applications received to determine if applicants meet the minimum
qualifications for the position. Applicants are then called in for an interview.

Mora County is an Equal Opportunity Employer
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PERSONAL INFORMATION
Name: Last First Middle Initial Social Security Number | Today’s Date
Physical Address Date of Birth
Mailing Address Phone Number (best contact number)
City State Zip Code
Have you ever used a different name Have you ever filed an application with Mora County before? If yes, give date.

[ ]ves [] ~No [] YES []nNO

If yes, want was the different name.

Email Address

What position(s) are you applying for Are you Currently Employed

Date available for employment: Employment Desired May we contact present or previous employers?
I__P_| FULL TIME I:' PART TIME I:I YES NO

What is the highest grade level you completed

Name of High School and location From month/year To month/year Certificate (GED) or diploma received
Name of Vocational Technical Institute and location From month/year To month/year Certificate, diploma or degree received
Name and location of College or University From month/year To month/year Certificate, diploma or degree received
Other
JOB RELATED SKILLS
Check the appropriate boxes if you SPEAK READ WRITE Provide Driver’s license information below: (REQUIRED)
O O DL# TYPE STATE

ENGLISH........coiiiiiiii
SPANISH...........coocc

O O

Do you have any current moving violations?
|_| YES |_| NO Please describe:

oooc
oooc

0
AMERICAN INDIAN DIALECT... ]
AMERICAN SIGN LANGUAGE... O




List any other skills, licenses or certificates that may be job related or that you feel would be of value to this job:

WORK EXPERIENCE

Name of last or present employer:

Supervisor Name: Phone:

Employed: From month/year To month/year: Rate of Pay No. of hours per week:
Starting rate: per Final rate per

List detailed job duties and responsibilities:

Name of previous employer: Address: City: State:

Supervisor Name: Phone:

Employed: From month/year To month/year: Rate of Pay No. of hours per week:
Starting rate: per Final rate per

List detailed the job duties and responsibilities:

Name of subsequent employer: Address: City: State:

Supervisor Name: Phone:

Employed: From month/year To month/ year: Rate of Pay No. of hours per week:
Starting rate: per Final rate per

List detailed job duties and responsibilities:

PROFESSIONAL REFERENCES

Name: Occupation: Address: Telephone number:
Name: Occupation: Address: Telephone number:
Name: Occupation: Address: Telephone number:
Comments:

CERTIFICATION AND RELEASE

I certify that I have read and understand the applicant note on page one of this form and that the answers given by me to the foregoing questions and the
statements made by me are complete and true to the best of my knowledge and belief. 1 understand that any false information, omissions or
misrepresentations of facts called for in this application may result in rejection of my application or discharge at any time during my employment. I
authorize the County and/or its agents, including consumer reporting bureaus, to verify any of this information including, but not limited to, criminal history
and motor vehicle driving records. I authorize all persons, schools, companies and law enforcement authorities to release any information concerning my
background and herby release any said persons, schools, companies, and law enforcement authorities from any liability for any damage whatsoever for
issuing this information. I also understand that the use of drugs is prohibited during employment. I am willing to submit to drug testing to detect the use of
drugs prior to and during employment.

Signature: Date:
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