DIRECTOR OF PROGRAM DEVELOPMENT Il (EMPLOYMENT AND TRAINING)

DISTINGUISHING FEATURES OF THE CLASS: Under the general supervision of the
Director of Employment and Training, the incumbent of this position is responsible for
managing the Westchester/Putnam Career Centers, a division of the Department of Social
Service’s Employment and Training Center. Responsibilities involve directing the activities of
two Career Center locations by providing overall management over center operations to cover
both Westchester County and Putnam County constituents; this position also responds to
directives and goals and objectives set by the One Stop Board. Responsibilities include
developing, coordinating and implementing policies, procedures and operational protocols,
performance measurement systems and developing programs to ensure a fully operational
Employment and Training Center to meet the needs of the customers in both locations.
Technical assistance, contractual oversight and direction is provided to various contracted
agencies and community partners. Supervision is exercised over professional and
administrative support staff.

EXAMPLES OF WORK:

Plans, develops and implements programs for employment assessment, services and
training for DSS customers and underemployed and unemployed constituents by supervising
managers and support staff in the implementation of program objectives;

Develops policies, procedures and oversees the implementation of various employment and
training initiatives; ensures the consistent application of office processes at both Career
Center locations;

Directs the review of proposals for funding initiatives to ensure compliance standards with
funding and regulatory agencies and to ensure proposals are consistent with program goals
and objectives;

Monitors outcomes of all programs/contracts to ensure Westchester/Putnam performance
goals and contract compliance requirements are being met;

Provides technical assistance to contractors in the formulation of corrective action plans and
in response to program indicators requiring improvement;

Prepares reports and data analysis of the effectiveness and efficiency of various programs;

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

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

Monitors the progress of formula grant training and education programs;

Directs the development, revision and implementation of standard or specialized training
programs;
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EXAMPLES OF WORK: (lllustrative Only) (Cont’d.)

Establishes policies and procedures for the selection of employees to attend seminars,
training sessions, conferences, classes, etc.;

Directs and coordinates all matters relating to training and education programs;

Conducts formalized training for staff by keeping abreast of employment and labor trends
and in presenting and disseminating updates and/or changes to procedural operations;

Develops goals and objectives and uses performance measurement tools to evaluate results;
prepares reports and makes recommendations thereon;

Makes recommendations for changes in policies, procedures or programmatic operations in
response to the ongoing assessment of operations;

Prepares the budget for the Career Center for final submission to the Department’s Finance
and Administration unit and the Workforce Board;

Prepares operational reports as required;
Attends meetings and conferences, as assigned;

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

May perform other incidental tasks, as required.

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;
thorough 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, email 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 six
years of experience in either workforce planning, research, and evaluation or economic or
social research and evaluation, two years of which must have been at a managerial or
administrative level.
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SUBSTITUTION: A Master's Degree* may be substituted at the rate of 30 credits* per year of
experience for up to one year of the required experience. There is no substitution for the
specialized 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.

West. Co. Job Class Code: E0956
J.C.: Competitive J.G. XIV
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