
DIVISION OF INDUSTRY SERVICES 
 

S&B Bureau Director 
Working Title: Bureau Director – Field Services 

 
 

POSITION SUMMARY 
 

Under the general supervision of the Deputy Division Administrator, this position directs 
the daily operations of the Bureau of Field Services, whose staff provides services 
related to the construction and operation of buildings, along with ensuring compliance 
with health and safety codes. Manage the Bureau’s programs, services, and business 
operations, including developing and evaluating policies, procedures and a performance 
program for staff. Lead and manage special projects and represent the division on 
agency-wide project teams. Contribute to the development of the division’s strategic 
planning and support the implementation of the plan. Assist in the administration of the 
division budget and execute cost saving initiatives. Directly supervise a team Section 
Chiefs. 
 

GOAL AND WORKER ACTIVITIES 
 

50% 
A. Manage, direct, and administer the Bureau’s variety of complex engineering and 

technical services which include inspection, consultation, and compliance related 
activities regulated by the Division. 

A1. Represent the Bureau as part of the Division’s senior management team. 

A2. In coordination with the Section Chiefs, plan and direct the Bureau staff inspection 
and consultation services. 

A3. Initiate, direct, analyze, and unify the Bureau’s operating procedures, staff 
reporting processes, working policies, staff reassignments, and staffing levels. 

A4. Implement written inspection and consultation policies, procedures, and priorities. 

A5. Develop vision, goals, strategies, critical indicators, customer research plans, and 
process re-engineering projects that align with the overall Division strategic plan. 

A6. Provide leadership to foster effective working relations among the all Division 
bureaus to achieve strategic goals, improve customer service, control costs, and 
allocate resources. 

A7. Supervise Section Chiefs and other designated staff on a day-to-day basis to  
provide guidance and direction to carry out strategic goals, assign and schedule 
work, identify performance goals for work products, conduct periodic progress 
meetings, provide feedback to subordinates on work progress and work products, 
and keep managers and others informed of major Bureau activities. 

A8. Assign to Section Chiefs the responsibility and authority to respond to the Division 
mission, customer demands, strategic goals, and strategic objectives in a manner 
consistent with Division policies and procedures. 

A9. Manage with the other Bureau Directors the development and implementation of 
Division-wide methods of fiscal control, budget, personnel, contracts, information 



technology, planning, policy development, program evaluation, and facilities 
management. 

A10. Develop and implement plans, policies, and programs focused on providing 
effective and efficient service delivery. 

A11. Plan work operations, establish short-range Bureau goals, and set priorities for 
Sections to accomplish Bureau goals, which are consistent with the Division’s 
Strategic Plan. 

A12. Provide Strategic Plan critical indicators and other written evaluations as requested 
or necessary. 

 

20% 
B. Plan, manage, and implement statutory mandates and administrative policies 

related to the review of plans, product approvals, and consultation for the 
division programs.   

B1. In coordination with the Division Administrator, the Division of Policy Development 
and the Office of the Secretary, Assess and evaluate newly-enacted legislation for 
its impact on new and existing inspection, consultation, and credentialing 
processes. 

B2. Direct the implementation of policies, processes, priorities, and plans for newly-
mandated programs. 

B3. Review existing technical services programs and recommend alteration or 
elimination of processes that cannot be demonstrated to be effective, are not 
within the scope of the Bureau’s mission, outside of statutory mandate, or no 
longer a priority. 

B4. Plan, coordinate, and assign liaisons between affected state, local, and federal 
enforcement, and credentialing agencies. 

B5. Implement policies, objectives, processes, priorities, and plans for enforcement 
activities pursuant to inspections.  Implement enforcement processes in accordance 
with plans. 

B6. Development and implement strategic plans, policies, and programs focused on 
providing effective and efficient service delivery. 

20 % 
C. Manage and supervise staff of the Bureau of Field  Services. 

C1. Manage professional, technical, and administrative staff within the Bureau.  Hire, 
counsel, discipline, promote, and terminate. 

C2. Implement State and Department rule, policies, and procedures regarding 
personnel practices. 

C3. Supervise and oversee work assignments of subordinates. 

C4. Establish performance standards, goals, and accomplishments for subordinates. 

C5. Perform goals and accomplishment reviews annually. 



C6. In collaboration with the Division Administrator, determine staffing needs for the 
Division. Set priorities for and participate in recruiting, interviewing, and hiring of 
employees. 

 
C7. Identify training needs and coordinate the training and education of staff. This 

includes providing guidance, job training, and assistance to staff to ensure that the 
efficiency of the division is maintained at all times. 

C8. Recommend and implement technical, administrative, supervisory, and personnel 
development training for subordinates. 

C9. Collaborate with the Division of Management Services to submit the appropriate 
information for recruitment of open positions. Review and edit position descriptions 
for the Division’s staff and recommend updated position descriptions as 
appropriate.  
 

10 % 
A. Perform miscellaneous tasks and complete miscellaneous projects  as 

directed by supervisor(s). 
 
 
JOB KNOWLEDGE, SKILLS AND ABILITIES   
 

o Knowledge of management principles and processes, including strategic methods 
o Knowledge of supervisory practices and techniques, including conducting employee 

performance evaluations 
o Understanding of performance management principles. 
o Understanding of engineering principles and theories 
o Policy analysis and development 
o Provide a high level of customer service and public relations 
o Strong leadership and management skills. 
o Strong decision making and problem solving skills 
o Skill in organizing resources and establishing priorities. 
o Skill in delegation. 
o Strategic thinking skills. 
o Ability to utilize technology, including computer systems and software 
o Ability to develop, plan, and implement short- and long-range goals 
o Ability to work as a team 
o Ability to communicate effectively in writing and verbally. 
o Ability to understand legislative and administrative rule-making practices 
o Ability to learn and adapt to new ideas and concepts. 
o Ability to gather data, to compile information, and prepare reports. 

 
 
 
 
 
 
 


