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CODE POSITION TITLE/
NUMBER JOBTITLE (S) DEFINITION
AGENCY ADMINISTRATION STAFF
601 Executive Director/Chief | Responsible for the overall administration of the agency. This
Executive Officer position is usually appointed by and is under the general
direction of the governing board of the agency.
602 Assistant Executive Assists the Executive Director in the overall administration of
Director the agency and acts on their behalf when necessary.

603 Comptroller/Controller Responsible for overall fiscal management of the agency. Also
includes Business Official, Director of Finance.

604 Director of Division Responsible for overseeing a major segment of functions for
the agency. Also includes Director of Admissions, Director of
Purchasing, Director of Human Services, Director of Personnel,
Director of Public Relations, Director of Data Processing.

605 Office Worker (Agency Responsible for agency-wide record-keeping, billing,

Administration) correspondence and general office duties. Job titles may
include Bookkeeper, Clerk, Receptionist, Secretary and Typist.

606 Accountant (Agency Responsible for the establishment and maintenance of the

Administration) agency's systematic fiscal transactions and preparation of
financial statements for the agency. This position title does not
include consultants.

609 Computer/Data/Statistical | Responsible for developing computer applications and/or

Specialist provision of computer support.
610 Community Relations Responsible for activities designed to present a positive public
image of the agency/program.
612 Administrative Assistant | This position functions primarily as assistant to agency
management in the performance of such activities as
communications with internal or external parties, preparation of
written work, liaison work, etc.
614 Marketing (Agency An individual responsible for promoting the agency's services.
Administration)

620 Staff Training (Agency An individual responsible for training of agency staff.
Administration)

621 Utilization An individual responsible for monitoring the adequacy and/or
Review/Quality appropriateness of the agency’s services and for compliance
Assurance (Agency with all applicable federal, state and local laws, regulations and
Administration) policies.

690 Other Agency Includes all miscellaneous administration titles not included in

Administration Staff

the 600 series.




