
CHIEF ADMINISTRATOR – LABS & RESEARCH 
  
  
DISTINGUISHING FEATURES OF THE CLASS:  Under general supervision, an incumbent 
in this position directs all administrative, financial affairs, and facilities management of the 
department. In this capacity, an incumbent oversees, plans, directs and evaluates the day-
to-day operation of the Department. Responsibility includes management of the 
department’s facility, effectiveness of operations, budget, payroll/personnel functions, 
contract management, financial reporting, grants management, regulatory compliance. The 
incumbent acts as administrative advisor to the Medical Examiner and maintains significant 
contact with key managerial personnel within the department as well as other County 
departments, State and Federal agencies.  An incumbent ensures all activities are in 
alignment with the department’s mission, business goals, and values while ensuring 
compliance with all County, State and Federal laws, rules, procedures and regulations 
governing the technical procedures performed by the department. During periods of 
absence of the Medical Examiner/Pathologist, the incumbent is authorized to act on behalf 
of the former in all administrative and financial matters. Supervision is exercised over a 
substantial number of employees, including professional, technical, administrative, and 
clerical personnel, as well as residents, interns and nurses assigned to the laboratory.  Does 
related work as required.      
 
EXAMPLES OF WORK:  (Illustrative Only)   
  
Plans and directs the activities of the Department of Laboratories and Research setting 
overall departmental policy and developing long and short-term goals and objectives for the 
Department;    
  
Oversees the performance and reporting of all divisions including Pathology, Toxicology, 
Microbiology, Environmental and Forensic procedures performed by departmental 
personnel;   
   
Directs, coordinates and implements short and long-range fiscal policies, programs and 
procedures as they relate to general fiscal operations, budgeting, auditing, financial analysis 
and reimbursement; 
 
Participates in controlling departmental expenditures by analyzing and reviewing statistical 
and financial reports detailing expenditures and cash management activities;  
 
Manages and/or prepares the departmental budget by coordinating the compilation and 
reporting of data; evaluating data to forecast for future needs such as equipment, space 
and personnel, and by recommending alternative methods of operation to decrease 
expenditures in response to budgetary controls;    
 
Provides essential information regarding financial policies and procedures to a variety of 
departmental managers and personnel to maintain consistency in relation to the overall 
operations of the department;    
 
Oversees all aspects of building functions and guarantees the safety and appropriate 
functionality of the department’s facility; 
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EXAMPLES OF WORK:  (Illustrative Only) (Continued) 
 
Evaluates quality, quantity and timeliness of services provided by the Department of 
Laboratories and Research and develops plans to improve such standards of department 
performance;  
 
Establishes organizational structure of the Department to ensure financial, human 
resources, material and physical resources are used efficiently and effectively in providing 
services to the public; 
 
Analyzes current workload of the various programs and determines future demands for 
services and prepares budget requests reflecting future needs of the Department in terms 
of payroll, capital equipment replacement and acquisition, materials, building maintenance, 
etc.;   
  
Develops operating policies for all programs within the Department and monitors the 
compliance with same, ensuring that all safety procedures are followed and that safety 
systems are in working order to safeguard employees' health and safety in the laboratory 
environment;    
 
Ensures the ongoing review of existing laboratory policies and standard operating 
procedures to identify gaps or discrepancies and implement revisions, as necessary, to 
support risk management and quality control;  
 
Functions as department liaison and coordinates department activities with other county 
departments and/or local, state, and federal government agencies which regularly interact 
with the Department of Laboratories and Research; 
  
Develops and maintains programs, services and organizational climate conducive to 
attracting, retaining and recruiting the personnel necessary to accomplish the Department's 
mission;    
  
Approves the selection of all key management and technical personnel;    
  
Keeps abreast of changes in County, State and Federal laws, rules, procedures and 
regulations ensuring that the Department is in compliance with all external regulations and 
laws relating to the operation of the Medical Examiner's Office and laboratories;    
 
Directs and coordinates the preparation of departmental procedural manuals as well as their 
periodic revision and maintenance;  
 
Uses computer applications or other automated systems such as spreadsheets, word 
processing, calendar, e-mail and database software in performing work assignments; 
 
May perform other incidental tasks, as needed. 
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FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: 
Comprehensive knowledge of the laws, rules, procedures and regulations governing the 
technical procedures performed by the department; comprehensive knowledge of the 
specialized accreditation agency standards, on-site inspections, and regulations as they 
pertain to performed services; thorough knowledge of the principles and practices of 
administration, management, and supervision; ability to comprehend, analyze and interpret 
laws and regulations and supervise their application to specific situations; ability to gather 
and analyze pertinent data and draw appropriate conclusions; ability to identify critical 
factors and to formulate realistic proposals; ability to communicate clearly and effectively, 
both orally and in writing; ability to develop and implement policies and procedures; ability 
to prepare, present and support reports to officials and the public, both orally and in writing; 
ability to establish and maintain effective working relationships; ability to assign and 
supervise the work of technical, administrative and clerical staff; ability to read, write, speak, 
understand, and communicate in English sufficiently to perform the essential duties of the 
position; ability to use computer applications such as spreadsheets, word processing, e-
mail and database software; resourcefulness; imagination; initiative; tact, integrity; sound 
judgment; physical condition commensurate with the requirements of the position. 
 
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: A Bachelor's degree* and eight 
years of experience in accounting, public administration, budget or personnel 
administration, in a laboratory or health care setting, five years of which must have been in 
an administrative, managerial or supervisory capacity. 
 
SUBSTITUTION: Satisfactory completion of a Master's degree* in Hospital, Public or 
Business Administration, or a closely related field, may be substituted for two years of the 
required general laboratory experience. There is no substitution for the administrative, 
managerial or supervisory capacity experience. 
 
*SPECIAL NOTE: Education beyond the secondary level must be from an institution 
recognized or accredited by the Board of Regents of the New York State Education 
Department as a post-secondary degree-granting institution.  
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