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The Franklin County Health Department is accepting applications for a Full-Time (37.5 hrs/wk) Administrative Services Manager. 

General Duties include but are not limited to:  This in-person position serves under the direction of the local health department deputy director or other appropriate management staff, carries a substantial managerial responsibility for several complex administrative functions that support the overall programs and services of the agency.  Some examples of duties and responsibilities include but are not limited to:
· Directs all health department purchasing activities, coordinate equipment purchases and service contracts, works closely with suppliers and vendors, keep an inventory of all supplies
· Direct all maintenance activities for both health department’s buildings and grounds 
· Manage the agency’s Enterprise Fleet of vehicles and coordinate all maintenance based upon service agreement
· Maintain knowledge of current agency policies and assist in annual review
· Provide administrative support for the business office, attend meetings and take meeting minutes, eventually increase finance responsibilities and cross-train over time

Minimum Education, Training or Experience:  Bachelor Degree in Business Administration, Public Administration, Public Health, Community Health, Accounting, Human Resource Management or closely related degrees.  Three (3) years experience in an administrative or management capacity, where fiscal, budgeting, personnel and planning responsibilities have been demonstrated.

Substitution for Education, Training or Experience:  
· Education: Additional education in the field will substitute for the required experience, not to exceed three (3) years.
· Experience: High School Diploma/GED and five (5) years experience which provides the required knowledge, skills and abilities will substitute for the required education.

Starting Salary: $25.63 - $31.86/hr negotiable with additional experience.  Grade 21

Benefits: Begin accruing Sick and Vacation time immediately after first period (3.5hrs each per pay period = 91 hours per year); 12 paid holidays a year; free $20k life insurance policy; health insurance through Kentucky Employees Health Plan; participation in Kentucky Public Pensions Authority.

Apply at  https://chfs.wd12.myworkdayjobs.com/CHFS .  Completed application must be submitted by May 20, 2026.  Transcripts must be uploaded before the close date of the advertisement if post-secondary education is required or may be substituted for experience.  Transcripts must list the degree awarded.  Qualified applicants/employees are subject to pre-screening, selection for interview, and/or demonstration of skills testing.  Employment may be contingent upon successful drug screening and background check.  Equal Opportunity Employer. 

The local health departments do not discriminate on the basis of race, color, religion, national origin, sex, age, disability, sexual orientation, gender identity, ancestry or veteran status. Reasonable accommodation is provided upon request.  
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