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Jurisdiction:  Cortland County

Jurisdictional Class: Competitive

Adopted:  10/20/05

DIRECTOR OF CHILDREN WITH SPECIAL NEEDS

DISTINGUISHING FEATURES OF THE CLASS:

  
The work involves responsibility for the administration of all programs within the Division of Children with Special Needs.  The incumbent is responsible for budget development and implementation, program planning and evaluation; grant administration and quality assurance.  The work is performed under the general supervision of a higher level supervisor with leeway allowed for the exercise of independent judgment in carrying out the details of the work.  Supervision is exercised over subordinate staff.  Does related work as required. 

TYPICAL WORK ACTIVITIES:  (Illustrative only)

Assesses needs of the children with special needs population and strategically plans, develops, implements and evaluates service programs;

Meets individually or in groups with program staff to discuss programs and service delivery, provide guidance, and ensure compliance with federal, state, county and local laws;

Assigns, directs and evaluates the work of program staff; 

Prepares the division’s proposed budget and implements the approved budget;

Works with New York State Departments of Health and Education and other counties to develop and implement state policy and regulations;

Develops division policies based on interpretation of State regulations;

Gathers and analyzes data to support existing and new grant applications, writes grant applications and monitors grant expenditures;

Negotiates contracts and rates for delivery of services to children with special needs and their families;

Meets with a variety of community agencies to describe available programs and services;

Meets with community groups to educate and make presentations regarding programs available for children with special needs and their families;

Reports orally and in writing to the Director of Public Health and federal and state agencies as required;

Interviews prospective employees and makes recommendations to the Director of Public Health on hiring and dismissal.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

Thorough knowledge of modern principles and practices of program planning, development and administration;

Thorough knowledge of the federal, state and local laws, rules and regulations related to services for children with special needs and their families;

Good knowledge of budget preparation and implementation;

Good knowledge of the grant application process and monitoring;

Good knowledge of public and private agencies providing services to children with special needs and their families;
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Good knowledge of terminology related to children with special needs;

Ability to plan, organize, coordinate, administer and evaluate the effectiveness of program plans and provision of services related to children with special needs and their families;

Ability to understand and interpret complex oral instructions and/or written directions;

Ability to establish and maintain effective working relationships with others;

Ability to plan and supervise the work of others;

Ability to deal effectively with the public;

Ability to understand and follow oral and written instructions;

Ability to prepare and deliver presentations in a clear, concise and articulate manner;

Ability to formulate a local government needs assessment for program areas;

Ability to prepare budgets, operating reports and a variety of other reports relative to program activities;

Ability to understand and empathize with the needs and concerns of others;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  Either:

(a) Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with a Master’s degree or higher in health, public or business administration or closely related field and three (3) years of experience in health or human services that included planning, resource allocation, program evaluation and policy formulation; or

(b) Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with a Bachelor’s degree or higher in health, public or business administration or closely related field and four (4) years of experience as defined in (a); or

(c) An equivalent combination of training and experience as defined by the limits of (a) and (b).

