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DI STI NGUI SHI NG FEATURES OF THE CLASS: The work invol ves assisting in directing

and coordinating the overall operations
of the Departnment of Social Services under the general direction of the
Conmi ssi oner who reviews work for conformance with policies of the County and
mandat ed | egal parameters. The incunbent has authority to act for the
Conmi ssi oner in his/her absence. The incunbent is responsible for the direction
of all prograns, as distinguished from Assi stant Conmi ssioners, Assistant Deputy
Conmi ssioners, or Directors who have responsibility in a specific functiona
area. GCeneral direction and/or supervision is exercised over a |arge nunber of
admi ni strative and technical enployees. Does related duties as required.

TYPI CAL WORK ACTI VI Tl ES:

Initiates and formul ates operating policies for the Departnent, recomends
same to the Conm ssioner of Social Services for approval;

Works in cooperation with the Deputy Comm ssioner of Social Services (Home and
Infirmary) to assure efficient operation of the facility and to effect
changes and i nprovenents necessary for proper care of residents at the
institution;

Directs through the responsi bl e Assistant Deputy Commi ssioner the departnenta
operations related to the performance of public assistance services and
care, and reconmends to the Conmi ssioner changes or inprovenments in the
admi ni strative program and practices;

Coor di nates through the responsi bl e adm nistrator the devel opnment and
st andardi zati on of training prograns, policies and practices;

Supervi ses and assists personally in the centralized administrative operations
of the Departnent, including the recruitnent of personnel and maintenance
of personnel records, the preparation of payrolls and adm nistrative
reports;

Mai nt ai ns good public relations through contacts with private welfare
agenci es, schools, unions and private organi zati ons;

Acts for Conmi ssioner during the absence of the Conmi ssioner

FULL PERFORMANCE KNOW.EDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERI STI CS

Thor ough know edge of the principles, practices and procedures of socia

wel fare; thorough know edge of Federal, State and |ocal legislation as related
to social welfare in Erie County; skill in the techniques of interpreting and
transmtting this know edge to others; ability to nake decisions quickly and

i ndependently; ability to coordinate the work of others and to handl e peopl e
effectively; ability to work with public officials; professional organizations
and private groups interested in social welfare; tact and courtesy; initiative
and resourceful ness; industry and dependability; physical condition conmensurate
with the denands of the position.

M NI MUM QUALI FI CATI ONS:

G aduation froma regionally accredited or New York State registered four (4)
year college or university with a Bachelor's degree and six (6) years of
experience in social work, four (4) years of which nust have been in an

adm ni strative or supervisory capacity.







