CIVIL SERVICE CONSULTANT

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision, an
incumbent of this class serves as a professional consultant for the Westchester County
Health Care Corporation’s initiative to transition to an alternative form of merit system
administration. An incumbent conducts analysis and makes recommendations concerning
various options and proposals for merit system administration and organizational
structures required under various options. Supervision is not a responsibility of this
position. Does related work as required.

EXAMPLES OF WORK: (lllustrative Only)

Performs research in order to identify and compare options for merit system
administration under New York State Civil Service Law;

Evaluates options and makes recommendations regarding feasibility, cost effectiveness,
ease of operation, and possible difficulties with the various options;

Participates along with Medical Center staff, legal staff, and other consultants in meetings
regarding the initiative;

Reviews related documents, including drafts of the legislation to be proposed, and makes
recommendations;

Assesses requirements for implementation, including such matters as staffing, test
administration, and technology, and proposes organizational and technological structures
to meet these needs;

Reviews the structure of other civil service commissions and organizations and makes
comparisons to existing and proposed medical center civil service functions;

Provides information on past practices in various civil service structures;

Analyzes employment needs of Medical Center and the effect of applicable civil service
law and negotiated agreements as they affect ;

Meets with designated representatives to discuss obligations, time tables, and resource
assessments to effect transition;

Makes recommendations for actions to clarify issues and/or progress with initiative;
Trains staff in various aspects of civil service;

Uses computer applications or the other automated systems such as spreadsheets, word
processing, calendar, e-mail and database software in performing work assignments;

May access protected health information (PHI) in accordance with departmental
assignments and guidelines defining levels of access (i.e. incidental vs. extensive);

May perform other incidental tasks, as needed.
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REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:

Thorough knowledge of the principles and practices of public personnel administration
under the New York State Civil Service law, including appointments, promotions;
removals, termination, record maintenance, payroll certification, exam administration, and
jurisdictional and position classification; good knowledge of the organization and functions
of local government in NYS; ability to research, organize and analyze facts, make valid
comparisons and draw logical conclusions; ability to communicate effectively, both orally
and in writing; ability to read and interpret complex written materials; ability to organize
and analyze data and draw conclusions and prepare analytical reports; ability to
communicate effectively both orally and in writing; ability to effectively use computer
applications such as spreadsheets, word processing, calendar, e-mail and database
software in performing work assignments; ability to read, write, speak, understand, and
communicate in English sufficiently to perform the essential duties of the position; sound
professional judgment; tact; integrity; initiative; thoroughness; dependability;
resourcefulness; physical condition commensurate with the demands of the position.

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: A Bachelor's Degree* or
equivalent and six years of professional experience in which the primary function of the
position was the administration of human resources (the personnel function?) under the
New York State Civil Service Law.

*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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