DIRECTOR OF EMPLOYEE SELECTION AND DEVELOPMENT

GENERAL STATEMENT OF DUTIES: Plans, coordinates and controls the employee
selection and development program for Westchester County; does related work as
required.

DISTINGUISHING FEATURES OF THE CLASS: Under the general supervision of the
Personnel Officer, an incumbent of this position is responsible for the formulation of
policies and procedures and the review of the employee selection and development
program for Westchester County. Supervision is exercised over a number of support staff
personnel.

EXAMPLES OF WORK: (lllustrative Only)

Directs the recruitment of competent and qualified personnel to perform required tasks for
those departments, agencies, and municipalities served by the Personnel Office. In order
to achieve this goal a dual focus is emphasized:

a. A broadbased and comprehensive outreach program as well as the credential and
personal verification and assessment effort

b. The satisfaction of staffing needs through the development of existing personnel.

Implements, monitors and controls the centralized recruitment program which has been
mandated by the County Executive;

Insures that the program responsibility is discharged consistent with Civil Service Law,
negotiated agreements, Affirmative Action, Equal Employment Opportunity by developing,
implementing and supervising necessary operating policies and procedures;

Confers with appropriate State and Local managerial personnel to insure that efforts to
attract competent and qualified personnel proceed in a timely and professional manner;

Develops and supervises the preparation of requests for training proposals to education
institutions and collaborates on curriculum design for in-service training and education;

Develops County policies and procedures for continuous in-service training and
education;

Prepares the employee selection and development budget, and directs the disbursement
of training funds;
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EXAMPLES OF WORK: (lllustrative Only) Continued

Researches formula grant opportunities and administers the preparation of training grant
applications;

Conducts studies to determine training needs, establishes criteria and evaluates results;

Develops a selection process through which staff members are chosen for educational
leave, institutes, workshops and seminars.

REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough
knowledge of the principles, practices and techniques of developing, administering and
evaluating training and education programs; thorough knowledge of Federal and State
laws, rules and regulations governing training and education; good knowledge of the
established goals and objectives of Westchester County; ability to administer a
comprehensive training and education system; ability to plan and develop curricula and to
integrate training programs with line operations; ability to gather, organize and evaluate
pertinent data; ability to identify critical factors or program problem areas and to formulate
realistic solutions; ability to develop necessary guidelines and to effectively integrate
program changes with ongoing operations; ability to support recommendations both orally
and in writing; ability to establish and maintain effective working relations with professional
personnel, elected officials, supporting staff and the general public; ability to plan,
coordinate, direct and evaluate the work of assigned professional and clerical support
personnel; resourcefulness; integrity; initiative; tact; imagination; sound professional
judgment; physical condition commensurate with the demands of the position.

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: Graduation from a recognized
college* or university* and either (a) six years experience in personnel management, two
of which must have been in a supervisory position; or (b) a Master's Degree* and four
years experience as stated in (a) including the two years of supervisory experience; or (c)
an equivalent combination of the foregoing training and experience as defined by the
limits of (a) and (b).

*SPECIAL NOTE: Education beyond the secondary level must be from an institution
recognized and 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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