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	Council unit:
	Administration

	Classification:
	Chief of Staff

	Salary range:
	M4


Job Summary:

The chief of staff works for the Chair of the Council, Council leadership, and all Councilmembers to strategically manage policy and political issues facing the Council and King County.  The Chief of Staff is responsible for the overall management and administration of the clerk, governmental relations, communications and administrative functions of the legislative branch.  The chief of staff is also responsible for monitoring the independent agencies of the council, consisting of King County Civic Television and the offices of the auditor, Board of Appeals, hearing examiner and ombudsman/tax advisor.  

The chief of staff reports to the council chair, but is responsive to the requests of all thirteen councilmembers and provides support to their personal staff.  The council clerk, council administrator, director of suburban city relations and managers of the governmental relations and communications sections report directly to the chief of staff.  The chief of staff coordinates a staff-level administrative team that supports the Council.

The chief of staff, at the direction of the council and in consultation with appropriate committee chairs, may work with the policy staff director to coordinate the work of council committee staff, legal counsel and others as needed on significant policy issues.  The chief of staff is a resource for all legislative branch staff.

Minimum Qualifications:

· Extensive experience working with and for elected officials in a highly visible, fast paced political environment

· Detailed knowledge of the structure and issues of King County government, particularly the legislative and executive branches

· Detailed knowledge of the structure and issues of King County’s regional partners, including Seattle, Bellevue, the Suburban Cities, special purpose districts and Snohomish and Pierce County governments

· Extensive negotiation and mediation skills

· Ability to develop and implement short, medium and long term policy and political strategies

· Experience supervising staff

· Experience implementing accountability systems, business practices and performance measures

· Experience with media and public relations

· Familiarity with major regional political issues such as growth management, transportation, watershed protection, finance and revenue and governance.

· Extensive analytical skills and experience drafting and reviewing legislation.

· Bachelor’s degree in political science, government, communications, finance or a closely related field.  

· A minimum of 5 years of experience working directly with elected officials in local or regional government

Essential Duties:

· Supervises and works with the Communications group to ensure effective public and media access to and communication of Council issues and decisions

· Supervises and works with the council clerk to ensure the efficient operation of the council’s legislative process

· Supervises and works with the council administrator to ensure the efficient delivery of central administrative services throughout the legislative branch, including computer network installation and maintenance, payroll and personnel record-keeping, employee recruitment and selection processes, accounts payable, telephone systems, contracting and procurement services and space planning. 

· Supervises and works with the director of suburban city relations of all aspects of issues and concerns related to suburban jurisdictions and special purpose districts.

· Works with the joint council/executive Legislative Steering Committee to develop a proposed state and federal legislative agenda; monitors issues during state legislative and congressional sessions, identifies problems and seeks resolution through the committee. 
· Coordinates policy and political issues with the executive’s office, county departments, the prosecutor’s office and the judicial branch.  The chief of staff also works with other private and public entities such as businesses and non-profits, Seattle, suburban cities, WSAC, NACo, TDA, EDC, PSA, PFD, the Port of Seattle, etc.

· Performs all other duties as assigned.
Working Conditions/Physical Requirements:

Must be able to work in an office environment; sit for extended periods of time working on computers; must coordinate visual and muscular dexterity to operate standard office equipment including a computer terminal, telephone, copy and facsimile machine.
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