Alcohol and Drug Abuse Administration

Contractual Positions
Job Title:
Administrative Officer III

Class Code: 
2247

Grade:

15

Salary:
$38,153 - $60,255 - No Benefits
Location:  
Eastern Shore Region of the State



Closing Date:  Until filled

Nature of Work: This position will be commissioned by the FDA, and will perform FDA-required tobacco inspections and enforcement activities to identify retailers who are non-compliant with Federal and State Tobacco Laws;  provide direct field oversight while safely transporting the Youth Investigators assisting them in the undercover buy inspection of retail establishments in various geographic areas of the state, ensuring they follow FDA and State Inspection protocol; appear in court, as needed, for non-compliant tobacco retailer hearings, providing testimony and evidence; data collection and reporting; maintenance of chain-of-custody procedures for the preservation of evidence.
Minimum Qualifications:

Education: Possession of a bachelor's degree from an accredited four-year college or university.

Experience: Three years experience in administrative or professional work.

Notes: 

1. Candidates may substitute additional experience in administrative staff or professional work on a year-for-year basis for the required education.

2. Candidates may substitute additional graduate level education at an accredited college or university at the rate of 30 semester credit hours for each year of the required experience.
Selective Qualifications:

Prior experience conducting inspections for law enforcement, health, food or drug enforcement, or other relevant experience with state, local or tribal government.
Excellent Driving Record and be able to pass a Federal Criminal Background Check

Possess a reliable motor vehicle that passed a Maryland State Inspection 

Submit MS-100 to:

Bonita Ciurca

Chief, Tobacco Compliance

Alcohol and Drug Abuse Administration

55 Wade Avenue

Catonsville, Maryland 21228  
