
ASSISTANT DIRECTOR - OFFICE OF EMPLOYMENT AND TRAINING  
(PLANNING AND EVALUATION) 

 
 
DISTINGUISHING FEATURES OF THE CLASS: Under general supervision of the Director 
– Office of Employment and Training, the incumbent of this class conducts planning and 
research studies to assess the need for employment training programs and services; 
evaluates the effectiveness of current programs and services, and develops funding 
sources, including grants, to meet identified program needs and to improve existing 
services. The incumbent is responsible for implementing pre-established federal, state and 
local policies and procedures consistent with federal and local mandates as set forth by the 
Workforce Innovation and Opportunity Act (WIOA) of 2014 as well as monitoring contract 
implementation to ensure all legal and legislative requirements are met.  Work also involves 
the preparation and updating of annual reports and submission of the Office’s program plan 
identifying service goals and objectives required by funding sources. Supervision is 
exercised over Career Center/Westchester-Putnam Workforce Development Board 
(WPWDB) staff. 
 
EXAMPLES OF WORK: (Illustrative Only) 
  
Coordinates all meetings with the members of the Westchester/Putman Workforce 
Development Board, including development of agendas and resolutions; recording meeting 
minutes and certification of the WPWDB members; 
 
Coordinates and supervises the development of the WPWDB annual report, with a detailed 
analysis of program activities, expenditures, participation statistics and cost savings, to 
be used in evaluating past performance and developing goals and objectives; 
 
Develops and implements policies and procedures for employment programs under the 
WIOA and special grant programs; 
 
Coordinates partnership training with the Career Center staff on policies and procedures 
 
Conducts internal audits in the Career Center Network System to include monitoring and 
auditing job seekers and employer’s program services provided by the Career Center 
Network; 
 
Develops reporting procedures to assess the effectiveness of existing programs and 
services provided by the Career Center Network in meeting objectives and client needs; 
 
Works with the Career Center Manager and the One-Stop employment center to address 
deficiencies and suggests improvement in the system delivery; 
 
Develops the One-Stop Memorandum of Understanding in accordance with New York State 
Department of Labor guidelines and coordinate all meeting with Career Center partners to 
discuss its requirements. 
 
Negotiates cost infrastructure budgets for all Career Centers (White Plains, Mt. Vernon, 
Carmel and Peekskill) and contributing partners; 
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EXAMPLES OF WORK: (Illustrative Only) (Continued) 
 
Coordinates the development of the WPWDB four-year local plan, including conducting 
research and updating available data on unemployment and labor market statistics, 
demographic distribution and makeup, and the recruitment needs of local public and private 
employers to identify and develop training programs and services to meet these needs 
with the available under-developed labor market; 
 
Researches and updates predicted labor market trends for in-demand occupations and 
sectors; 
 
Works with the Career Center Manager to determine in-demand occupation lists and required 
training providers; 
 
Develops a Local Plan in accordance with New York State Department of Labor requirements; 
Update and amends every two years to ensure alignment with the Regional Plan which is 
developed in collaboration with the Director of Workforce Development; 
 
Supervises and coordinates the submission of grants proposals and funding solicitations 
in response to Federal and State funding solicitations; 
 
Coordinates meetings with the staff to discuss required documents for audit review with the 
New York State Department of Labor and/or Federal Grant Program office; 
 
Keeps abreast of changes in federal rules and regulations related to employment and 
training, and develops or amends operating procedures to ensure compliance of staff 
and sub-contracting agencies; 
 
Coordinate activities and strategies with the WPWDB Director and programmatic staff for 
the development of new employment programs and/services for Adult, Dislocated Workers 
and Youth to enhance skills training and placement of target populations; 
 
Supervises contract execution of over a number of WIOA and Federal/ State contracts.  
Develops Requests for Proposals (RFPs) and Requests for Qualifications (RFQs); 
 
Oversees contracts procurement for the delivery of various initiatives and programs for 
Adult, Dislocated Worker and Youth services’ 
 
Reviews trust account information for A&C resolutions, verify the fiscal amount and source 
of funds, and provide the coding for trust fund account, trust schedules; 
 
Work with the Westchester County Law Department staff to ensure contract language is in 
compliance with federal rules, regulations and funding requirements; 
 
Uses computer applications such as spreadsheets, word processing, email, calendar and 
database software in performing work assignments; 
 
May perform other incidental duties as assigned. 
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FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough 
knowledge of appropriate federal and local laws, regulations, policies, agreements and 
procedures related to employment and training as defined by the Department of Labor; good 
knowledge of the principles and techniques of statistical, social and economic analysis as 
applicable to employment and training program planning; good knowledge of the principles 
and techniques of effective supervision and staff development; ability to identify program 
deficiencies and develop corrective action; ability to communicate effectively both orally and 
in writing; ability to establish and maintain effective working relationships;  ability to 
effectively use computer applications such as spreadsheets, word processing, e-mail and 
database software; ability to read, write, speak, understand and communicate in English 
sufficiently to perform the essential tasks of the position; resourcefulness; integrity; initiative; 
sound judgment; tact; physical condition commensurate with the requirements of the 
position. 
 
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: A Bachelor's degree* and four 
years experience where the primary function of the position was in either workforce 
planning, research, and evaluation or economic or social research and evaluation. 
 
SUBSTITUTION: A Master's Degree* may be substituted at the rate of 30 credits per year 
on a year for year basis for up to two years of the required experience. 
 
*SPECIAL NOTE: Education beyond the secondary level must be from an institution 
recognized or accredited by the Board of Regents of the New York State Education 
Department as a post-secondary, degree-granting institution. 
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