FIRST DEPUTY COMMISSIONER OF CORRECTION

DISTINGUISHING FEATURES OF THE CLASS: Under the general direction of the
Commissioner of Correction, and in accordance with New York State Commission of
Correction rules, regulations and applicable federal, state and local laws, the incumbent in
this position acts for the Commissioner and represents the Commissioner in an official
capacity in all aspects of the administration, planning, and coordination of the programs and
activities of the Westchester County Department of Correction. This class is responsible to
the Commissioner for the overall management of department operations and the
achievement of departmental policies designed in compliance with Federal, State and
County regulations. Responsibilities include: custody and security of inmates and the
development of administrative, educational and rehabilitative programs aimed at reducing
recidivism. In the absence of the Commissioner, this position serves as Acting
Commissioner with responsibility for supervision of the entire department. Supervision is
exercised over all employees and inmates in the Department of Correction. Does related
work as required.

EXAMPLES OF WORK: (lllustrative Only)

Acts for the Commissioner in the Commissioner's absence and as directed represents the
Commissioner in an official capacity in departmental matters;

Serves as the principal advisor to the Commissioner in the formulation of departmental
policies, plans, and programs;

Evaluates and recommends personnel, contract/vendor, policy and procedural changes for
optimal departmental performance;

Oversees and assists with administrative functions such as budgeting, financial processing
and oversight, personnel administration, contract administration, information management,
payroll, and space management etc.;

Represents the Commissioner and acts as departmental liaison to federal, state and local
professional agencies as well as with community groups;

Confers with departmental division leaders concerning special or unusual personnel
assignments involving their units and/or areas of responsibility;

Directs overall department information technology and management strategies;
Directs, coordinates and monitors services provided to inmates;

Directs and evaluates the review of programs and services for the incarcerated population,
to ensure access and implementation efficiency;

Conducts staff meetings and hearings and deals with special personnel problems for the
Commissioner;

Confers with Division Heads concerning special or unusual personnel assignments
involving their divisions;
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EXAMPLES OF WORK: (lllustrative Only) (Continued)

Directs overall departmental information technology and management strategies;
Oversees development of periodical reports of the department including the annual reports;
Directs the preparation of the annual budget;

Does related work as assigned by the Commissioner.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough
knowledge of modern practices in penal administration, to include theory and practice of
penology; thorough knowledge of the philosophy governing the operation of minimum,
intermediate and maximum security short-term correctional institutions; good knowledge of
the role and operation of custodial activities; good knowledge of the New York State
Correction law and regulations as they apply to inmates in each correctional institution;
thorough knowledge of administrative techniques and practices; good knowledge of the
theory and practices of budgeting, financial record keeping, personnel administration,
supervision and administrative control; good knowledge of the problems and behavior
associated with inmates committed for alcoholism or narcotic addiction and psychopathic
inmates; ability to respond to and direct emergency situations on a 24-hour basis; ability to
plan and direct the work of others; ability to think analytically in the solution of both
administrative and professional problems; ability to write and speak effectively; initiative;
tact; maturity; good judgment; pleasing personality in meeting and dealing with the public;
physical condition commensurate with the demands of the position.

DESIRED TRAINING AND EXPERIENCE: A Master's Degree* in correctional
administration, public administration or a closely related field (e.g. criminology, sociology)
and ten years of uniformed experience in correctional or law enforcement administration to
include security and/or custodial functions, budget preparation and program development.

*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: E0951
J. C.: Exemptt Job Group: XIX
NASE
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