
DIRECTOR OF ADMINISTRATIVE SUPPORT SERVICES 
  
 
GENERAL STATEMENT OF DUTIES:  Directs the maintenance and improvement of the 
automated personnel records and management information system of the Westchester 
County Personnel Office; does related work as required.  
  
DISTINGUISHING FEATURES OF THE CLASS:  Under general supervision, the 
incumbent of this class is responsible for the administrative review and recording of all 
Personnel actions taken by the various County departments and local jurisdictions within 
automated systems environment insuring compliance with Civil Service Law, labor 
agreements and County Personnel rules and other applicable statutes by directing, and 
providing technical support in the development of management and automated 
information systems.  The work involves on-going coordinated efforts with the other 
sections of the Personnel Office, the Data Processing Division, the Budget Office and 
Finance Department, as well as with departmental administrative staff and local 
jurisdictions.  Equally important is the primacy of this position in managing the data 
processing support of Personnel Office operations particularly as it relates to system 
design, implementation, troubleshooting, staff training and equipment acquisition.  
Supervision is exercised over a large number of clerical support staff. 
  

EXAMPLES OF WORK:  (Illustrative Only)   
  
Reviews and coordinates the administration of personnel transactions made by all 
appointing authorities including new hires, terminations of employment, promotions, 
transfers, leaves, salary adjustments, etc.; directs the annual certification of the County 
and Local payrolls;  
  
Insures that all personnel transactions are made in compliance with civil service law, rules 
and regulations; and in compliance with County personnel rules and contractual 
agreements;  
  
Administers and directs the operations of the automated roster system for all County and 
Local Jurisdiction employees; 
  
Develops and maintains methods and procedures for improved utilization of automated 
records and reports;   
  
Develops and implements procedures for appropriate Personnel Records Management in 
accordance with established laws and regulations of the State Education Department;  
  
Oversees the development of management information systems from automated 
personnel data as needed by other sections of the Personnel Office, Labor Relations, 
EEO, etc.;    
  
Ensures compliance by departments and local jurisdictions with automated data 
processing requirements in processing Personnel Transaction Forms;  
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EXAMPLES OF WORK:  (Illustrative Only)   
  
Oversees the training of Personnel Staff and other user departmental staff in the methods 
and procedures utilized in the inputting and retrieval of data via CRT terminals, microfiche 
and "Mapper" system;   
  
Acts as liaison between the Personnel Office and the division of Data Processing, as well 
as service representatives in the acquisition, installment and maintenance of EDP 
equipment (CRT's, printers, microfiche, etc.);    
  
Coordinates the operation and workflow of the records sections with other divisions within 
the Personnel Office (i.e., Local organization, County organization, exams);    
  
Directs the audits of various programs related to Personnel Office functions for accuracy 
(i.e. Job Class Codes, Budget positions, etc.); 
  
Provides consultation to departmental administrators on the interpretation of County 
Personnel policies and procedures;    
  
Participates on various committees to improve, standardize and upgrade department and 
County-wide systems and procedures as assigned;  
  
Monitors and revises ongoing management information and reporting systems to insure 
their continued appropriateness;  
  
Insures that all current and anticipated computerized data processing systems are 
consistent with departmental objectives; 
  
Explores and implements procedures and techniques to improve all operations and work 
activities; 
  
Develops systems for handling administrative and clerical detail and directs their 
execution; 
  
Develops work flow analyses as required; 
  
Monitors balances in the Personnel budget account allocations prior to approving requests 
for supplies and equipment; 
  
Assists in the preparation of the Personnel Office budget.   
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REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:  Thorough 
knowledge of those aspects of Westchester County Civil Service Rules application and  
interpretation as they apply to personnel transactions and payroll thorough knowledge 
with EDP terminology and systems used by Sperry Univac including Mapper; thorough 
knowledge of the personnel records and systems in use in Westchester County, including 
practices and procedures; good knowledge of records administration within an automated 
data processing environment; good knowledge of the provisions, applications, and 
interpretations of current contracts in use by Westchester County; ability to plan, 
supervise and direct the work of others; ability to operate a standard CRT terminal; ability 
to interpret complex written material; ability to communicate clearly and concisely, both 
orally and in writing; ability to work well with others; creativity; tact; courtesy; reliability; 
resourcefulness; physical condition commensurate with the requirements of the position.    
  
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE:  A high school or equivalency 
diploma and either:  (a) a Bachelor's Degree* and five years experience using computer 
based information systems or computer systems analysis and design, two of which must 
have been in personnel management systems at the supervisory level; or (b) a Bachelor's 
Degree* and five years of personnel management experience, two of which must have 
involved using computer based information systems or computer systems analysis and 
design at the supervisory level; or (c) satisfactory completion of 30 credits toward a 
Master's Degree* may be substituted for each year of the above stated experience; or (d) 
a satisfactory equivalent combination of the foregoing training and experience as defined 
by the limits of (a), (b) and (c).    
  
*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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