
GENERAL DUTIES: 

MAT PROGRAM COORDINATOR 

Part Time Contractual Position (Grant Contingent)

Salary - $20.00 per hour/ 25 hours per week 

James T. De Wees 

Sheriff 

This position is a civilian administrative position within the Administrative Services Bureau and provides 

support for the Sheriff's Office. This is a part-time, contractual position (grant contingent) budgeted for 25 

hours a week. The MAT Program Coordinator position is responsible for coordinating grant related efforts, 

documenting payments and expenditures, following the grant administration process, preparing supporting 

documents and reports, updating grant databases, and preparing financial reports for the Medically Assisted 

Treatment (MAT) Program that is part of the Detention Center Operations. 

AVAILABILITY: 

Monday through Friday 7:00 a.m. -12:00 p.m. or 8:00 a.m. -1:00 p.m. 

ELIGIBILITY: 

• Must be a U.S. Citizen or a resident alien

• Must be at least 18 years of age

• Must possess a high school diploma or GED recognized by the State Board of Education

• Must possess a valid driver's license

• Must be able to read, write, and speak the English language

• Must meet the minimum requirements set forth by the Carroll County Sheriff's Office (please visit our

website at sheriff.carrollcountymd.gov /employment/ hiring process)

QUALIFICATIONS AND REQUIREMENTS: 

• Minimum two years administrative support experience required

• Associate degree/ Bachelor's degree in field preferred*

• Prior grant experience preferred

• Financial/ Accounting experience preferred

• Prior medical office experience preferred

• Preference may be given for experience in one or more of the following areas of work: law

enforcement, criminal justice, corrections, or area related to specialization

• Proficiency in Microsoft Office Applications






