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Jurisdiction:  Cortland County

Jurisdictional Class: Competitive

Adopted:  10/20/05

DEPUTY PERSONNEL OFFICER

DISTINGUISHING FEATURES OF THE CLASS:  


The work involves responsibility for supervising the various technical phases of personnel administration including position classification, recruitment, examination and personnel transactions.  The Deputy Personnel Officer acts in the absence of the Personnel Officer.  The incumbent also assists in the negotiation of labor contracts with various bargaining units.  The work is performed under the general supervision of the Personnel Officer 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)

Supervises various phases of public personnel administration, including benefits management, position classification, recruitment efforts, application review, examination administration, and the processing of personnel transactions;

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

Functions as a resource for the Personnel Officer and County legislators in the negotiation of labor contracts and participates in arbitration hearings and grievance proceedings when necessary;

Attends legislative meetings to provide information or advice on matters concerning Civil Service administration or personnel issues;

Certifies or oversees the certification of payrolls for all civil divisions;

Administers the Family Medical Leave Act and Employee Assistance Program;

Administers health, dental and vision insurance programs;

Advises department heads on New York State Civil Service Law and local rules;

Recommends jurisdictional classification changes to the Personnel Officer and formulates resolutions for amending the County Civil Service Rules;

Recommends department annual budget changes to the Personnel Officer.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

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

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

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

Good knowledge of the organization and functions of local government;

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

Ability to understand and interpret complex oral instructions and/or written directions;
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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 develop, organize and maintain accurate personnel records and files;

Ability to operate a personal computer and utilize common office software programs including word processing, spreadsheets and databases;

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 two (2) 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 four (4) years of experience as defined in (a).

NOTE:  Permanent appointment following examination is for a one-year term, during which time incumbents learn various phases of public personnel administration.  Training is essentially on-the-job but may consist of formal as well as academic assignments.   The work involves assisting in various technical areas of public personnel administration while undergoing job-related training to become qualified as a Deputy Personnel Officer.  The work is performed under the direct supervision of the Personnel Officer through assignments, reports and conferences for review of work and conformance with the policies, procedures and law.  Leeway is allowed for the exercise of independent judgment in planning and carrying out assigned duties.  Performs related work as required.

