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ADMINISTRATIVE COORDINATOR
ANTICIPATED VACANCY

JOB OPPORTUNITY

The Wakulla County Board of County Commissioners is seeking qualified applicants for a full-time Administrative Coordinator located in the County Administrator’s Office.  Primary responsibilities for this position include grants coordination, procurement and contract management as it relates to grant applications, awards, and project management; assisting with County legislative matters (e.g., tracking legislation, preparing reports/analysis and ensuring lobbying and subscriptions are up to date); and, related duties to accomplish program goals and objectives.  This position reports to and provides support to the Director of Inter-Governmental Affairs.
Minimum qualifications include graduation from an accredited college or university with a Bachelor’s Degree in Business, Public Administration, Political Science, Communication,  Education or a related field and three (3) years of professional or paraprofessional grant, contract management and/or purchasing experience, or an equivalent combination of training and related work experience. Preference will be given to those individuals with knowledge and experience in public purchasing grant and/or contract administration and/or project management.

To apply, send a Wakulla County application to: Human Resources, P.O. Box 1263, Crawfordville, FL 32326 or hand-deliver to the Board Administration Office.  Applications may be obtained by visiting our website at www.mywakulla.com  or at the County Administrator's office at 850-926-0919. Drug screening is required.  Minimum starting salary will be $33,434 annually.  Applications must be received by 5:00 p.m. on Friday, July 8, 2016.  Wakulla County is an EOE/AA employer.
