
CHEROKEE COUNTY GEORGIA 
POSITION DESCRIPTION 

 
TITLE: COUNTY MANAGER 

 
 

GENERAL DESCRIPTION 
 
The essential function of the position within the organization is to manage and oversee 
operations of the Cherokee County government.  The position is responsible for directing 
and supervising staff, establishing and implementing long range plans for the County, 
developing and ensuring compliance with policy and procedures, overseeing and 
assessing County departments, representing the County statewide, developing and 
implementing budgets, and performing related administrative functions, including 
preparing and presenting reports.  The position formulates long range goals for the 
organization; develops policy and position papers and negotiates with chief 
administrative officer and/or elected officials. 
 
PRIMARY DUTIES: This list represents the essential tasks performed by the position. 
Employees may be assigned additional duties by management as required. 
 
Supervises staff, including establishing staffing standards, organizing, selecting or 
recommending selection, training, assigning and evaluating work, counseling, 
disciplining, and terminating or recommending termination; prepares periodic employee 
performance evaluations. 
 
Develops and implements goals, objectives, policy and procedures for county-wide 
application in consultation with elected or appointed officials, senior management, and 
department heads to establish efficient and responsive operational processes; 
articulates these to County departments and activities, and advises and evaluates to 
ensure compliance and identify deficiencies. 
 
Provides management, leadership, direction and broad perspectives to County 
department management; resolves broad issues relating to several departments, the 
County and other agencies, or issues having serious legal considerations; ensures 
efficient use of County resources by streamlining the County’s organizational structure to 
minimize administrative overhead and enhance service delivery. 
 
Oversees boards or committees involved in planning, management or other county-
related issues; participates in interagency or other meetings or conferences; develops 
and recommends resolution for major issues and major projects or programs; makes 
presentations to elected or appointed officials, regulatory agencies, department heads 
and public or private agencies or groups. 
 
Negotiates for and represents the County with intergovernmental activities, regional 
agencies, citizen groups and civic or professional leaders; manages media relations to 
enhance the County’s image. 
 
Addresses the service needs of unincorporated area residents and the area-wide needs 
of all County residents; coordinates the orderly scheduling of County Commission 



COUNTY MANAGER 

business, and conducts staff and other professional meetings and conferences to 
exchange information or make presentations. 
 
Oversees administrative matters such as developing and preparing the County's annual 
operating and capital budgets, administering expenditures for major programs and 
projects, conducting special studies or research, managing correspondence and 
records, preparing and presenting reports, or providing for staff technical or professional 
growth. 
 
Attends technical or professional seminars or conferences to represent the County, 
improve technical or professional skills, or to network. 
 
 

GENERAL RESPONSIBILITIES AND REQUIREMENTS 
 
DATA RESPONSIBILITY: “Data Responsibility” refers to information, knowledge, and 
conceptions obtained by observation, investigation, interpretation, visualization, and 
mental creation.  Data are intangible and include numbers, words, symbols, ideas, 
concepts, and oral verbalizations. 
 
Conducts research to discover new methodologies or to find solutions for unresolved 
problems. 
 
PEOPLE RESPONSIBILITY: “People Responsibility” refers to individuals who have 
contact with or are influenced by the position. 
 
Directs others by issuing orders. 
 
ASSETS RESPONSIBILITY: “Assets Responsibility” refers to the responsibility for 
achieving economies or preventing loss within the organization. 
 
Requires responsibility for the overall administration of fiscal and administrative policy 
with authority and responsibility over all departments or the direction of the 
organization’s legal department; reports directly to the top elected body. 
 
MATHEMATICAL REQUIREMENTS: “Mathematics” deals with quantities, magnitudes, 
and forms and their relationships and attributes by the use of numbers and symbols. 
 
Uses advanced algebra working with exponents and logarithms or linear quadratic 
equations; analytic geometry; and/or statistics, applying mathematical operations to 
frequency distribution, reliability and validity, analysis of variance, or correlation 
techniques. 
 
COMMUNICATIONS REQUIREMENTS: “Communications” involves the ability to read, 
write, and speak. 
 
Reads and interprets advanced professional materials; writes extremely complex reports 
and papers; speaks to high level professional groups. 
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COMPLEXITY OF WORK: “Complexity of Work” addresses the analysis, initiative, 
ingenuity, creativity, and concentration required by the position and the presence of any 
unusual pressures. 
 
Performs work involving the application of broad principles of professional management 
and leadership to solve new problems for which conventional solutions do not exist; 
requires sustained, intense concentration for accurate results and continuous exposure 
to unusual pressure. 
 
IMPACT OF DECISIONS:  “Impact of Decisions” refers to consequences such as 
damage to property, loss of data or property, exposure of the organization to legal 
liability, or injury or death to individuals. 
 
Makes decisions with severe impact - affects entire organization, other 
activities/organizations, the general public, and a wide geographic area; loss of life 
and/or damage is highly likely. 
 
EQUIPMENT USAGE: “Equipment Usage” refers to inanimate objects such as 
substances, materials, machines, tools, equipment, work aids, or products.  A thing is 
tangible and has shape, form, and other physical characteristics. 
 
Formulates new concepts or theories through original research to resolve 
unconventional problems. 
 
Required to commute in a county vehicle for valid non-compensatory reasons.  
 
SAFETY OF OTHERS:  “Safety of Others” refers to the responsibility for other people’s 
safety, either inherent in the job or to assure the safety of the general public. 
 
Serves as the head of an agency or department that has primary responsibility for the 
enforcement of public safety laws. 
 
 

EDUCATION AND EXPERIENCE REQUIREMENTS 
 

EDUCATION REQUIREMENTS: “Education Requirements” refers to job specific 
training and education required for entry into the position. 
 
Requires a master’s degree in business or public administration, finance, or a closely 
related field. 
 
LICENSES, CERTIFICATIONS, AND REGISTRATIONS REQUIRED: “Licenses, 
Certifications, and Registrations” refers to professional, state, or federal licenses, 
certifications, or registrations required to enter the position. 
 
Requires a valid State of Georgia Driver's License and satisfactory Motor Vehicle 
Record. 
 
EXPERIENCE REQUIREMENTS: “Experience Requirements” refers to the amount of 
work experience that is required for entry into the position that would result in reasonable 
expectation that the person can perform the tasks required by the position.  
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Requires over ten years of progressively responsible experience in the management of 
large-scale diversified governmental sector operations. 
 
 

AMERICANS WITH DISABILITIES REQUIREMENTS 
 

PHYSICAL DEMANDS: “Physical Demands” refers to the requirements for physical 
exertion and coordination of limb and body movement. 
 
Requires sedentary work involving standing or walking for brief periods, exerting up to 
10 pounds of force on a regular basis, and moderate dexterity in operating vehicles or 
office equipment. 
 
UNAVOIDABLE HAZARDS: “Unavoidable Hazards” refers to unusual conditions in the 
work environment that may cause illness or injury. 
 
The position is exposed to extreme heat/cold, wet or humid conditions, bright/dim lights, 
dust or pollen and traffic. 
 
SENSORY REQUIREMENTS: “Sensory Requirements” refers to hearing, sight, touch, 
taste, and smell necessary to perform the tasks required by the position efficiently. 
 
The position requires normal visual acuity and field of vision, hearing and speaking. 
 
 

AMERICANS WITH DISABILITIES ACT COMPLIANCE 
 
Cherokee County is an Equal Opportunity Employer.  ADA requires the County to 
provide adequate accommodations to qualified persons with disabilities. Prospective and 
current employees are encouraged to discuss ADA accommodations with management. 
 


