
� 
GRAND TRAVERS_E 

�UNT-; Grand Traverse County, Ml 

Job Description 

Undersheriff 

GENERAL SUMMARY 

Primary functions of the job are to oversee Sheriff Department operations, including 
budget management, media relations, and command staff supervision. The employee is 
second in command and will become the Acting Sheriff at any time that the Sheriff is 
unable to perform his/her duties. 

Employees must meet the minimum requirements, conditions of employment, and be 
able to successfully perform all essential duties and responsibilities with or without 
reasonable accommodations. 

The potition serves as of the pleasure of the elected official. 

This position may require irregular hours. May be required to work on-call in an 
emergency. 

PRIMARY DUTIES AND RESPONSIBILITIES (may include but are not limited to the following) 

• Directs and manages the planning, organizing, staffing, evaluation, and budget
preparation/maintenance required in the daily operations of the Sheriff's Department.

• Participates in developing and implementing goals and programs for the Sheriff's
office.

• Supervises command staff, including interviewing and selecting of job applicants,
implementing labor agreements, training, overseeing work, participating in disciplinary
decisions and actions, and establishing and evaluating appropriate performance
standards in accordance with Sherriff's Office objectives.

• Participates in and/or reports to a variety of meetings, committees, professional
associations, Boards, and/or other related groups.

• Establishes priorities, monitors, and evaluates the effectiveness and efficiency of Sheriff's
Department programs, and develops and implements plans to improve services and
programs.

• Performs complex and varied financial strategic planning, budgeting, and forecasting
revenues and expenditures, which includes monitoring financial outcomes; providing
timely financial analysis and direction; maintaining and adjusting cost allocation plans.

• Researches and identifies problem areas and locates possible solutions to such
problems, including personnel, labor, economic, equipment, training and/or other
applicable issues associated with the day-today operations of the department.

• Works collaboratively with other law enforcement agencies, as well as federal, state,
and county government entities to research and resolve issues.

• Coordinates communication between subordinate officers to the Sheriff and becomes
Acting Sheriff in his/her absence.

• Assumes all other management duties as directed by the Sheriff
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