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DI STI NGUI SHI NG FEATURES OF THE CLASS: This is a one position class found in
group |1l and group IV county probation agenci es as defined

by the New York State Division of Probation. The incunbent has overall responsibility
for the adm nistration and nanagenent of the agency, including directing the interna
operations and mai ntai ning effective working relationships to ensure conpliance of agency
operations with all appropriate laws and rul es governing the operation of probation
services. Supervision is exercised over deputy directors and admi nistrative and
supervisory personnel. Perforns related work as required.

TYPI CAL WORK ACTI VI TI ES:

Directs internal operations of the probation agency through planning,
organi zing and reviewi ng the activities of individuals and units, including the
devel opnent and di ssem nati on of agency policies;

Directs service delivery operations of the agency through planning,
organi zing and reviewing the activities of the individuals and units;

Devel ops and adm ni sters an agency budget;

Devel ops and adm ni sters an agency personnel program i ncl udi ng
staff selection, evaluation, discipline and |abor relations;

Provi des for the devel opment and mai nt enance of a program for staff
devel opnent and trai ning;

Mai nt ai ns effective working relationships with conponents of the
crimnal justice system

Mai ntai ns effective relationships with community groups and
resour ces;

Has responsibility for providing descriptive, statistical or
eval uative reports on agency operations or probl ens;

Mai ntai ns systens for record keeping that ensure the accuracy,
avai lability and security of client and financial information;

Conducts agency public relations to keep interested individuals
and groups aware of probation activities;

Directs the devel opment and admi ni stration of denonstration or
research grant prograns.

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERI STI CS

Thor ough know edge of the principles, practices and procedures of public adm nistration

t hor ough knowl edge of nobdern managenent techni ques; thorough know edge of the purposes
and potential of probation as a conponent of the justice systen thorough know edge of
gover nrent al budget process; good know edge of the |aws, rules, regulations and policies
governi ng probation, peace officer activities, public personnel procedures and public

| abor relations practices; good know edge of principles, practices and procedures used in
devel opi ng statistical and narrative reports on agency operations; ability to establish
programpriorities and to inplenent policies allocating staff resources; working

know edge of principles, practices and procedures used in establishing and maintaining an
effective public relations program skill in applying nanagenment techniques; skill in
admini stering public prograns; ability to present ideas clearly and effectively, both
orally and in witing; ability to establish and maintain effective working rel ati onshi ps
wi th other conponents of crimnal justice systemand public and private conmunity groups;
ability to prepare conprehensive reports; ability to plan, organize and direct the
operations of an agency with 50 or nore professional staff, providing diverse services;
ability to establish and maintain effective lines of authority and conmuni cati ons;
ability to review progranms and establish service goals and objectives; ability to
supervi se the work of nmnagenent |evel enployees and unit supervisors; physical condition
commensurate with the demands of the position



M NI MUM QUALI FI CATI ONS

Pronoti on

(A One year of pernanent conpetitive class status in the position of deputy
director, assistant director or a directly equival ent position, or

(B) Two years of permanent conpetitive class status in the position of principa
probation officer or a directly equival ent position

NOTE:

The responsibilities of a directly equival ent position nmust substantially match the
responsibilities of the specified title. A simlarity in position grades or salary
levels is not sufficient for the equival ency.

Non- Pronoti onal Requirenents:

Graduation froma New York State registered or regionally accredited four-year college or
university with a bachelor's degree and five years of managerial experience.

Manageri al experience shall include either:

(A Posi tions having direct responsibility for twenty-five or nore pr of essi ona
enpl oyees; or

(B) Posi tions providi ng conprehensi ve managenment rel ated services to probation
agenci es including the activities of budgetary revision and anal ysi s,
organi zati onal di agnosi s, agency performance assessnent, program plan anal ysi s,
and staff devel opnent programm ng.

Three years of the experience nentioned in (A) or (B) must have been within a
probati on agency.

NOTE: Conpletion of all requirenents for a graduate degree in public admnistration
managenent or a related field may be substituted for EITHER one year of the required
probati on experience OR one year of the required nanagerial experience. |In NO CASE may
post - baccal aur eat e educati on be substituted for nore than one year of the above-required
experi ence.

NOTE: Verifiable part-tinme and/ or volunteer experience will be pro-rated toward neeting
full-time experience requirements




