Jurisdiction:  Schuyler County

Jurisdictional Classification:  Exempt

Revised:  May 26, 2005; February 9, 2009
PERSONNEL OFFICER

JOB DESCRIPTION:  This is a public officer position charged by the law to administer the provisions of the Civil Service Law, County Civil Service Rules, and County Civil Service Policies and Procedures for the County of Schuyler and all civil divisions therein including towns, villages, school districts and special districts.  As a public officer, the incumbent must maintain county residency during the length of employment.  The duties are performed at a high level of independence and exercise of judgment within the confines of the Civil Service Law, Rules and Regulations, local Civil Service policies, and the appropriate relevant policies and procedures established by the County Legislature.  Supervision is exercised over any staff members assigned to the Civil Service Department. The incumbent’s work is performed under the general direction of the County Legislature and is not usually subject to more than general administrative controls.  Does related work as required.  

TYPICAL DUTIES:  

Administers and enforces the provisions of Civil Service Law, Rules and Regulations for all County departments and the towns, villages, school districts and special districts within the County;

Establishes local policy for those areas not covered by Civil Service Law, Rules and Regulations;

Advises, instructs, motivates, and assists appointing authorities and employees of municipalities to obtain compliance with Civil Service Law, Rules and Regulations, and Policies;

Classifies all positions as to title, jurisdictional classification, and minimum qualifications, and prepares job class specifications;

Prepares and maintains accurate and current job class specifications for all positions; 

Establishes and administers a recruitment and examination program;

Establishes and maintains a roster of all officers and employees of the County and other municipalities, school districts and special districts;

Ascertains the merit and fitness of applicants through review of all applications;

Determines eligibility for Veteran’s Credit and Seniority Credit for examinations;

Maintains Veteran’s Roster and Police Registry;

Establishes and certifies all eligible lists in accordance with Civil Service Law;

Certifies payrolls for classified positions in those municipalities under the jurisdiction of the Personnel Officer;

Conducts Civil Service orientation for new County employees;

Advises employees of their rights under Section 75 of Civil Service Law and may receive appeals after Section 75 hearings;

Prepares and manages budget for the Civil Service Department;

Serves as Department Head of the Civil Service Department;

Supervises clerical staff in Civil Service office;

Prepares annual NYS Civil Service reports and county report.

SUGGESTED EDUCATION AND EXPERIENCE:  Either

(A)    Graduation from a regionally accredited or New York State registered college or university with a Bachelor’s degree in business administration, human resources, or a closely related field and one year of administrative experience involving personnel, civil service functions, human resources, or employment services; or
(B)   Graduation from a regionally accredited or New York State registered college or university with an Associate’s degree in business administration, human resources, or a closely related field and three years of experience as described in A; or

(C)    Five years of experience as described in A.

OTHER QUALIFICATIONS:
Thorough knowledge of New York State Civil Service Law, Schuyler County Civil Service Rules and Regulations, and local Civil Service policies;

Good knowledge of the organization and operation of County government;

Good knowledge of the practices and procedures involved in civil service and human resources administration;

Good knowledge of modern office procedures and equipment;

Good computer skills;

Ability to maintain effective working relationships with public officials, employees at various levels of government and the public; 

Ability to communicate well orally and in writing;

Ability to understand and interpret complex written material;

Ability to perform research tasks and analyze data;

Ability to maintain confidentiality;

Ability to manage Civil Service office and plan and supervise the work of others;

Physical condition commensurate with the demands of the position.
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