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Jurisdiction:  Cortland County

Jurisdictional Class:  Non-competitive

Adopted:  10/20/05

PERSONNEL OFFICER

DISTINGUISHING FEATURES OF THE CLASS:  


The work involves responsibility for the administration of Civil Service Law and Rules as well as various other personnel functions for the county.  The incumbent possesses the statutory authority to enforce the various provisions of New York State Civil Service Law and local Civil Service Rules and leads management teams during labor contract negotiations with various bargaining units within county government and monitors personnel decisions made by department heads.  The work is performed under the administative direction of the County Administrator and the general direction of the County Legislature, with considerable leeway allowed for the exercise of independent judgment in carrying out the details of the work.  Does related work as required.

TYPICAL WORK ACTIVITIES:
(Illustrative only)

Enforces the New York State Civil Service Law and County Civil Service Rules;

Oversees all aspects of the process of public personnel administration;

Meets regularly with the County Attorney, outside labor attorneys and county officials to discuss matters pertaining to the administration of civil service as well as county compliance with existing labor agreements;

Leads county management committees during labor negotiations and acts as their spokesperson during negotiation meetings;

Works with county department heads to review contracts, suggests changes in contract language during negotiations;

Works with department heads to assess workforce needs and formulate plans for filling future vacancies;

Monitors agency compliance to terms and conditions described in existing labor contracts as well as terms ordered as the result of arbitration hearings;

Approves the commencement of disciplinary and discharge procedures, performs necessary investigations, writes charges, and consults with appropriate legal personnel to prepare cases for hearing;

Coordinates the various steps of the grievance process, leads meetings involving aggrieved parties and management, and proposes solutions to disputed issues;

Prepares employees for arbitration, attends arbitration hearings and consults with county legal personnel charged with presenting management’s case;

Certifies the payroll and processes approved changes in compensation levels for all county employees;

Counsels employees experiencing personal problems and makes appropriate referrals to the Employee Assistance Program.
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FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

Thorough knowledge of New York State Civil Service Law and municipal Civil Service Rules;

Thorough knowledge of the organization and functions of local government;

Thorough knowledge of position classification techniques, examination administration, and personnel transactions;

Good knowledge of labor relations, training, employee grievance procedures, public relations activities, health insurance, and retirement processes;

Good knowledge of practices, policies, and procedures of public personnel administration;

Ability to plan, organize, coordinate, administer and evaluate the effectiveness of program plans and provision of services related to civil service and personnel;

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

Ability to plan and supervise the work of others;

Ability to establish and maintain effective working relationships with others;

Ability to communicate effectively both orally and in writing;

Ability to deal effectively with the public; 

Ability to analyze and resolve complex problems;

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 in public or business administration, labor relations, political science or closely related field and three (3) years of experience in public personnel administration; 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 and five (5) years of experience as described in (a).

