
ASSISTANT TO COMMISSIONER (COMMUNITY MENTAL HEALTH) 

DISTINGUISHING FEATURES OF THE CLASS:  Under the direct supervision of the 
Commissioner of the department of Community Mental Health, an incumbent of this class serves 
at the pleasure of the Commissioner and is responsible for facilitating the implementation of the 
Commissioner’s goals and various department initiatives including Opioid Response and 
Overdose Prevention Initiative (ORI)/ Opioid Abatement Funds, NYS Cannabis Management 
Plan, and other related behavioral health and developmental/intellectual disabilities initiatives. In 
addition, assists in the enhancement of existing programs and operations ensuring the goals and 
objectives of the department are effectively carried out within the parameters of established 
departmental policies and procedures and mandates of the various governmental entities. The 
incumbent represents the Commissioner at both internal and external meetings as well as serves 
as an advisor to the Commissioner ensuring goals are achieved and to convey the status of 
initiatives. This position exercises considerable discretion and decision-making authority in 
handling matters for the Commissioner that are sensitive and confidential in nature. Supervision 
may be exercised over administrative and clerical support staff. Does related work as required.  

EXAMPLES OF WORK: (Illustrative Only) 

Reviews federal and state legislation and policy related to behavioral health and 
developmental/intellectual disabilities to ensure compliance and planning; 

Keeps abreast of current or emerging public behavioral health issues that have an impact on the 
policies or operations of the Department of Community Mental Health initiatives;  

Provides administration and strategic planning for Westchester County’s Opioid Response and 
Overdose Prevention Initiative (ORI), which includes data collection, evaluation, meeting with 
stakeholders, and management of goals and objectives; 

Administration of Opioid Abatement Funds plan and ensure compliance with New York State plan 
and guidelines; 

Provides guidance and direction for Westchester’s planning efforts regarding the implementation 
of NY State Marijuana Regulation & Taxation Act (MRTA) ensuring compliance with the laws 
governed, overseen, and implemented by the Office of Cannabis Management (OCM), which is 
governed by the Cannabis Control Board;  

Attends conferences, Committee meetings as well as public hearings in order to gather 
information;  

Establishes and maintains necessary liaison between the Commissioner, Deputy Commissioner, 
and Westchester officials to ensure compliance with New York State rules and regulations 
governing various initiatives;  

Researches and keeps abreast with developments of new grant/funding opportunities; 

Establishes and maintains contact with various State and Federal agencies to secure information 
pertaining to various initiatives and programs;  

Responsible for preparing Local Government Annual Plan to State Agencies (OMH, OASAS, 
OPWDD). 



Prepares, submits and delivers verbal and written correspondence and reports in accordance with 
administrative policies and procedures; 
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EXAMPLES OF WORK: (Illustrative Only) (Continued) 
 
Keeps abreast of recent developments, changes, innovative and creative techniques and 
programs within the behavioral health and developmental/intellectual disabilities  field through 
research, review of policy, community meetings, professional networks, journals and 
associations;  
 
Directs the preparation of public information materials, programs and projects including news  
releases, publications and audio-visual materials in conjunction with Communications 
Department;  
 
Briefs the Commissioner on departmental events such as disciplinary problems, issues 
experienced in the field, and other operational matters of which he/she should be aware of; 
 
Attends meetings and conferences, as assigned; 
 
May attend managerial meetings in any division of the department, as requested by the 
Commissioner. 
 
Uses automated systems or other computer applications such as word processing, calendar, 
email and database software in performing work assignments; 
 
Performs other incidental tasks, as needed. 
 
FULL PERFORMANCE SKILLS, ABILITIES AND ATTRIBUTES: Thorough knowledge of the 
principles and techniques of mental health planning and engagement; good knowledge of 
principals and best practices used to support program goals; ability to communicate effectively 
with designated community groups in order to foster support and commitment to goals; skill in 
public speaking before large groups of people; ability to translate specialized community needs 
into program to ensure effective services delivery; ability to gather and interpret mental health 
data for decision making; ability to relate to and work with health professionals, state, and federal 
agency staff, ability to read, write, speak, understand, and communicate in English sufficiently to 
perform the essential duties of the position; ability to use computer applications such as 
spreadsheets, word processing, e-mail and database software; sound judgment; resourcefulness; 
integrity; imagination; tact; good judgement; physical condition commensurate with the 
requirements of the position. 
 
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: A Bachelor's degree* in Social Work, 
Psychology, Mental Health, Political Science, Business Administration, Public Administration, or 
closely related field, and four years of public administrative experience. 
 
SPECIAL REQUIREMENT: Possession of a valid New York State Driver's License at time of 
appointment and maintain same while in the title. 
 
*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 Department of Education as a post-
secondary, degree-granting institution.   
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