














































   

 

   

 

Chief Administrative Officer, CAO Broadwater County 
 
Position Classification PT up to 30 hours per week 
$30.00/hour (Could this rate be the same as the rate/hour for the Commissioners?) 
 
Position Summary 
The creation of the County Administrative Officer is in recognition of the Board of County 
Commissioners’ pursuit of excellence in government, and the Board’s desire to improve county 
processes, communication, accountability, and service to the residents of Broadwater County. The 
increasing demand of projects, communication, and services is a consequence of the strong growth 
Broadwater County has and continues to experience.  
 
The County Administrative Officer (CAO) is responsible to the County Commission for assisting in the 
management of all county departments and operations. The CAO is responsible for managing logistics 
and activities essential to running county business.  The CAO will enhance the operational effectiveness 
of Broadwater County by facilitating a diverse range of processes and procedures at all levels of county 
government. 
 
This diverse set of tasks includes the ongoing management of employee classifications and 
organizational structure, evaluating various workplace processes for performance, project management, 
and implementing new strategies to improve efficiency and communication across the enterprise.  The 
CAO is crucial in assisting the commission with strategic planning, developing budgets, setting 
expectations for county operations, and facilitating intragovernmental communication among 
departments, and the commission  The CAO assists the Board of Commissioners with intergovernmental 
communication and relations as well. 
 
Supervisory Responsibilities: 

• Oversees the ongoing operations of all departments in the County. 

• Manages and directs the County toward its primary goals and objectives. 
o Specifically, the Board of County Commissioners established Goals and Objectives are: 

▪ Efficiently and effectively manage public resources. 
▪ Engage in effective long-range planning. 
▪ Improve communication between departments, with community partners, and 

the general public. 
▪ Develop and maintain a culture of customer service. 

• Promotes communication and cooperation among departments to create a spirit of unity in the 
organization. 
 

CAO Duties and Responsibilities 
The CAO is responsible for supervision and day to day operations of departments reporting to the 
Board of County Commissioners as well as project management with other county departments and 
boards as needed. The CAO shall effectively carry out plans and procedures of the commission.  
 
Typical duties and responsibilities include: 

• Act as primary point of contact and liaison to members of the Board of County Commissioners. 

• Oversee day-to-day operations, including finance, budgeting, and project management. 

• Lead and assist with project management and related task delegation. 
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• Align County operational practices with Commission and public goals to ensure high quality 
customer service and responsiveness. 

• Foster excellence in government and continuous improvement in organizational climate through 
leadership and professional development. 

• Maintain communication between departments.  

• Promote employee retention and other vital human resources strategies. 

• Create processes and procedures to maximize efficiency of county business Serve as a liaison 
within County Government and represent Broadwater County in a manner that enhances 
intergovernmental relations. 

• Facilitate effective communication within County Government and ensure congruence between 
the policy and operational levels. 

• Provide capable executive leadership within Broadwater County. 

• Assess and help optimize operational policies, processes, and procedures within county 
operations. 

• Review and prepare budgets, and analyze audit reports. 

• Ensure staffing optimization and employee compliance. 

• Assess and oversee planning, maintenance, efficiency, and accountability.  

• Prepare operational and management reports for the Board of County Commissioners. 

• Work with the county legal team to ensure compliance with MCA in courthouse operations, 
communications, and policy. 

• Benchmarking- Develop and evaluate key performance indicators. 

• Other duties as assigned. 
 

Required Skills/Abilities: 

• Excellent managerial and financial skills and the ability to take leadership over any operations 
area. 

• Superlative communication skills, particularly the ability to communicate as a leader. 

• Thorough understanding of management and financial practices in all areas and phases of 
operations. 

Education and Experience: 

• Extensive professional experience in leadership roles. 

• Education may vary; an advanced degree in public administration, business administration, 
public finance, or law is preferred, but not required. 

Physical Requirements: 

• Prolonged periods sitting at a desk and working on a computer. 

• Must be able to lift up to 15 pounds at times. 

• Must be able to navigate various departments of the organization's physical premises. 
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