DIRECTOR OF OPERATIONS (EMPLOYEE-LABOR RELATIONS AND WORKPLACE
SAFETY — SOCIAL SERVICES)

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision of the
Commissioner of Social Services, an incumbent in this position is responsible for managing
and improving the relationships between employees and management, addressing
workplace issues and ensuring compliance with labor laws. The incumbent will formulate,
interpret and administer employee and labor relations practices and policies while adhering
to contractual requirements in the Westchester County Department of Social Services. The
incumbent represents leadership and partners with the management team to address
employee matters in a constructive and respectful environment, interpret and administer
the collective bargaining agreements and maintain positive and effective labor-
management relations. Other duties include interviewing and evaluating disciplinary
problems, partnering with the Law Department to prepare charges and handle grievances,
addressing workplace safety concerns and reasonable accommodation requests. The
incumbent is responsible for ensuring compliance with Sections 71, 72 and 75 of the New
York State Civil Service Law, County Local Rules and HR practices; adherence to all labor
laws such as the Taylor Law, Fair Labor Standards Act and American with Disabilities Act,
etc. is essential to EEO compliance. Further, the incumbent in this position will work closely
with the Department of Social Service’s Human Resources team to ensure recruitment and
training needs are met to support employee and the management team. Supervision may
be exercised over support staff and consultation is provided to all administrative and
supervisory personnel. Does related work as required.

EXAMPLES OF WORK: (lllustrative Only)

Oversees and manages the department’s overall employee and labor relations practices;
oversees processes for review and resolution of employee grievances to improve team
relationships;

Investigates workplace situations, addresses complaints from employees and works with
management for a mutually beneficial outcome;

Investigates workplace safety concerns, makes recommendations and evaluates safety
practices to ensure employees’ safety

Partners with senior leadership and middle management to address employee concerns
and fosters a positive labor management environment by addressing concerns timely,
respectfully and in accordance with applicable contractual agreements, HR policies and all
applicable State and Federal laws;

Educates and counsels all levels of supervisors and managers in the administration of such
collective bargaining agreements, to ensure proper and uniform interpretation and
administration of collective bargaining agreements;

Assists the Law Department in preparing for grievance arbitrations and disciplinary
hearings.;

Assembles and analyzes information on trends in employee matters to best represent the
department’s interests in labor relations;
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WORKPLACE SAFETY — SOCIAL SERVICES)

EXAMPLES OF WORK: (lllustrative Only) (Continued)

Maintains contact with state agencies and counterparts in other county governments on
employee and labor relations issues;

Implements procedures for compliance with Sections 71 and 72 of the New York State Civil
Service Law, the Taylor Law, Worker's Compensation, Fair Labor Standards Act, and
Americans with Disabilities Act;

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

Partners with the HR Director in implementing personnel management policies and
procedures including recruitment and training;

Prepares and submits reports of buildings found in an unsound condition and/or in violation
of building codes and conducts follow-up inspections to ensure compliance;

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

May perform incidental tasks as needed.

FULL PERFOMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough
knowledge of the general principles and practices used in modern labor relations (i.e.,
contract administration and interpretation, mediation); thorough knowledge of labor laws
and current trends in the employee matters; good knowledge of supervisory practices and
the rights and obligations of management and unions; ability to maintain effective working
relationships with all levels of management and union representation; ability to negotiate
effectively; ability to communicate effectively, both orally and in writing; personal and
professional integrity; resourcefulness; tact; good judgement; physical condition
commensurate with the duties of the position.

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: Either: (a) Bachelor's degree*
and six years of experience in employee and labor relations in a union environment, one
year in a government agency; or (b) a Master's degree* in industrial relations, human
resources, business or public administration and five years of experience as specified in (a)
above or (c) a JD* and four years of experience as specified in (a) above or (d) satisfactory
equivalent combination of the foregoing training and 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 Department of
Education as a post-secondary, degree-granting institution.
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