
DIVISION COORDINATOR (LABOR RELATIONS SPECIALIST) 

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision, an incumbent of 
this class is responsible in supporting and administering the labor relations policies at 
Westchester Community College. This includes interviewing and evaluating disciplinary 
problems, preparing charges, settling disciplinary cases prior to hearing or coordinating the 
disciplinary case through all steps of the hearing process. The incumbent is responsible for 
providing guidance to departments to ensure compliance with Civil Service Law, personnel rules 
and procedures, labor laws (such as the Taylor Law, Fair Labor Standards Act, Americans with 
Disabilities Act, etc.), contractual agreements, affirmative action, Equal Employment Opportunity 
compliance, and relevant Diversity, Equity, and Inclusion legislation. These duties require 
establishing and maintaining close and effective working relationships with executive level and 
middle management positions. This level is distinguished from the Program Specialist (Labor 
Relations) in that a good deal of initiative is exercised in carrying out these duties within the 
limits of approved policy and procedures. Does related work as required. 

EXAMPLES OF WORK: (Illustrative Only)   

Acts as a key member of the College’s labor negotiations team by supporting all aspects of 
collective bargaining, including attending meetings, maintaining records, preparing proposals, 
and assisting in the development of bargaining strategies; 

Serves as a point of contact for union and non-union members seeking clarification on policies, 
procedures, past practices, and collective bargaining agreement (CBA) interpretations, while 
also providing analysis of labor contracts, trends, and their impact on institutional operations; 

Advice managers, supervisors, and HR staff on contract compliance, grievance handling, and 
dispute resolution; 

Reviews, investigates and evaluates employee disciplinary problems to determine course of 
action to be taken: (i.e. warnings or formal disciplinary charges); 

Oversees the CSEA 52-week probationary process, including evaluations and permanency 
decisions and manages the 211 Waiver process to ensure timely approval and compliance with 
State requirements; 

Facilitates professional development and compliance training for management and staff; 

Prepares witnesses and evidence to be used in disciplinary hearings, and manages disciplinary 
cases through all steps of Civil Service Section 75 procedures; 

Monitors developments in labor law, PERB rulings, EERA, and DEI legislation to ensure College 
policies remain compliant, and advises leadership on the impact of emerging legal and 
regulatory issues; 

Interprets and administers all labor agreements and assists in compiling information for 
grievance procedures; 
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EXAMPLES OF WORK:  (Illustrative Only) (Continue)             

Interprets and implements procedures for compliance with New York State Civil Service Law, 
the Taylor Law, Fair Labor Standards and Americans with Disability Acts; 

Participates in strategic planning initiatives by providing input on workforce and labor-related 
data, and collaborates with HR leadership to align labor relations efforts with the College’s 
mission and strategic goals; 

Acts as a representative of Westchester Community College in the settlement of informal and 
formal labor grievances; 

Collaborates with union representatives, campus leadership, and other stakeholders to promote 
effective communications, support problem solving, and represents the College in meetings with 
labor partners and external agencies; 

Trains, advises and counsels supervisory and management staff on effective labor relations, 
affirmative action, and personnel practices to ensure compliance to laws, regulations and 
policies, and to effectively motivate the workforce; 

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

May perform other incidental tasks, as needed;   

REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:  Thorough knowledge of 
the general principles and practices and procedures of modern labor relations (i.e., mediation, 
fact-finding, arbitration, contract administration and interpretation, contract negotiation) and 
public personnel administration; thorough knowledge of the disciplinary provisions of the New 
York State Civil Service Law; good knowledge of labor laws including the Taylor Law, Fair Labor 
Standards Act, and Americans with Disabilities Act; knowledge of the organizational and 
operational structure and functions; ability to establish and maintain effective working 
relationships with executive managers, administrative and supervisory staff; interviewing skills; 
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; discretion; initiative; physical condition commensurate with the demands of the position. 

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE:  Either: (a) a Bachelor's Degree* in 
Industrial or Labor Relations, Human Resources, Public Administration or Business 
Administration and three years of experience where the primary function of the position was in 
human resources and/or labor relations, three years of which must have included the 
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processing of disciplinary and grievance actions; or (b) Bachelor's Degree* and five years of 
experience where the primary function of the position was in human resources and/or labor 
relations, two years of which must have included the processing of disciplinary and grievance 
actions.  

SUBSTITUTION: A Master's Degree* in one of the above mentioned fields or a Law Degree* 
may be substituted for one year of the general experience. 

NOTE: Unless otherwise noted, only experience gained after attaining the minimum education 
level indicated in the minimum qualifications will be considered in evaluating 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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