Oklahoma Department of Corrections
Unclassified Job Descriptor

ADMINISTRATOR OF AGRI-SERVICES

(Administrator II)

Basic Purpose:

Positions in this job are responsible for developing and administering a statewide
agriculture operation encompassing all phases of the agricultural process.

Typical Functions:

e Directs the operations and administration of the Agri-Services units, ensuring that
the statewide operation is producing the proper crops and products at an appropriate
level to make production economically possible; ensures the department's needs
related to agricultural products are met; the unit is also responsible for animal
husbandry related to agri-operations.

e Responsible for interpretation of all laws pertaining to agriculture operations and
ensures the units’ overall compliance; responsible for maintaining and reporting
records of: agriculture production (which includes costs of production), inventories of
livestock, poultry, feed, equipment, vehicles and agriculture supplies, cost analysis
of each phase of operations and incentive pay programs for inmates assigned to the
agriculture program.

e Develops long and short-range plans for the production phase; approves the
procurement and payment of all agricultural suppliers, machinery, construction,
purchases of vehicles and equipment as well as repairs, agri-building maintenance.

e Responsible for setting the price of agricultural products; for the transportation and
logistics related to agricultural products, machinery and agricultural supplies for all
agri-operations.

e Responsible for ensuring the department’'s master menu is provided annually to all
institutional food service units.

e Develops and implements operating policies and processes for the unit; manages
the budget, staff, and resources for the assigned area(s).

Knowledge, Skills, and Abilities:

Knowledge of animal husbandry, field crops and vegetable products; of meat and food
processing; of agricultural machinery and supplies; of cost analysis methods related to
agricultural production including the establishment and maintenance of supportive
record systems; of the principles and practices of administration. Skill in the practices of
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agricultural production. Knowledge of, and skill in, the use and application of
appropriate information technology. Ability to plan, direct, and coordinate the activities
of others; to interpret, analyze and resolve highly complex and technical information; to
communicate effectively both orally and in writing; to establish and maintain effective
working relationships, to organize and manage several projects simultaneously; and to
analyze complex situations and adopt an appropriate course of action.

Education and Experience:

Statutorily Required: N/A

Minimum Qualifications: Bachelor’'s degree in agriculture or closely related field and five
(5) years experience in agriculture which involves at least three or more of the following
areas: beef production, dairy production, poultry production, swine production, meat
processing, food processing, vegetable production, field crop production and two (2)
years of which must have been in a supervisory or administrative role.

Preferred Qualifications: Master's degree in agriculture or closely related field and
experience as listed above.
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