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417 Liberty Street
Penn Yan, NY 14527
EXAMINATION ANNOUNCEMENT

	YATES COUNTY ANNOUNCES A PROMOTIONAL EXAMINATION FOR 
PROBATION DIRECTOR  (GROUP A)  #73599

	Type of Appointment/Position Status/Classification:
	Permanent/Full Time/ Competitive
	Rate of Pay/Salary:
	$69,585

	Location:
	Exam: Yates County Office Building 
Position: Yates County Probation 
	
	

	Vacancies:
	The resulting eligible list will be used to fill future vacancies which may occur.
	Exam Date:
	June 26, 2021

	Residency Requirement:
	Candidates must be legal residents of Yates, Seneca, Steuben, Schuyler, or Ontario County 30 days prior to submitting your application.
	Application Fee:
	$17.00 (non-refundable)

	Calculators:
	Recommended
	
	

	Posted:
	 April 5, 2021
	Application Deadline:
	May 25, 2021

	

	DISTINGUISHING FEATURES OF THE CLASS: 

	
This is the sole management level position in a Group A probation department.  The incumbent is responsible for planning, organizing, directing, coordinating and controlling the activities of the department in a manner which ensures the provision and maintenance of effective probation services in accordance with established laws and regulations.  The work is performed under the general oversight of the New York State Division of Criminal Justice Services, Office of Probation and Correctional Alternatives.  The incumbent reports to the County Administrator.  This position differs from that of a Probation Director (Group B, C or D) in that a Probation Director (Group A) is employed in the smallest probation department.  A Probation Director (Group A) is a Peace Officer pursuant to Criminal Procedure Law Section 2.10 and may carry a firearm in the performance of his/her duties.  The incumbent will perform all related duties as required.


	TYPICAL WORK ACTIVITIES: (Illustrative Only)

	
Plans, organizes and supervises the activities of the probation department;
Controls the work of the department through assignments to subordinate staff and directing and reviewing their
performance;
Develops and implements administrative processes, policies and/or procedures related to probation functions including, but not limited to intake, investigation and report preparation, case management, probation supervision and graduated responses and violations of probation;
Develops and administers a department budget;
Confers with the Personnel Office regarding personnel matters and makes decisions as appropriate regarding matters including, but not limited to employee hiring, counseling and discipline;
Prepares and forwards reports related to the work performed to the New York State Division of Criminal Justice Services, Office of Probation and Correctional Alternatives;
Confers and/or meets with heads of other state/local departments and service providers regarding the delivery of probation services;
Confers and/or meets with probation directors/commissioners of other departments to advance the goals of professional probation practice;
Conducts staff meetings to discuss program goals, objectives and performance and plans more effective and efficient
operations;
Ensures the maintenance of case records and financial obligation records and establishes appropriate related policies;
Plans, coordinates and supervises staff training and development;
Confers and/or meets with judges, court personnel, attorneys, other law enforcement, educational and social agencies and other entities involved with probation activities to help ensure cooperative working relationships;
Represents the department in meetings with various community groups regarding the agency's activities, disseminating information and maintaining effective relationships with community groups and resources to fatter effective collaboration;
Coordinates with county leadership to respond to media inquiries regarding probation activities;
May use a firearm in performing duties and exercising authority pursuant to departmental policy;
Performs other duties as assigned. 


	FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:

	
Thorough knowledge of interviewing and investigative techniques and practices related to probation work:
Thorough knowledge of effective assessment, case planning and management;
Good knowledge of management principles and practices;
Good knowledge of principles and practices of second-level supervision;
Good knowledge of methods of differential supervision of probationers including the application of cognitive behavioral interventions and motivational techniques;
Good knowledge of special offender populations such as domestic violence offenders, sex offenders, DWI offenders,
youthful offenders, juvenile offenders, Persons in Need of Supervision and juvenile delinquents;
Good knowledge of the provisions of the Health Insurance Portability and Accountability Act (HIPAA) regulations and
policies relating to confidentiality of case record information;
Good knowledge of juvenile and adult risk and needs assessment instruments;
Good knowledge of laws and rules pertaining to probation work and the functions and procedures of family and criminal courts;
Good knowledge of the principles underlying human behavior, growth and development; 
Good knowledge of the specific rules and procedures related to the department worked in;
Good knowledge of current trends and developments in the fields of probation and community corrections;
Good knowledge of the local government budget process;
Good knowledge of community resources;
Good knowledge of the geography of the jurisdiction employed in;
Good knowledge of employment, training and treatment options available to probationers;
Working knowledge of fiscal internal controls principles governing financial obligations and departmental operations;
Working knowledge of firearm safety;
Skill in the use of firearms where authorized;
Ability to understand and apply descriptive statistics;
Ability to apply management techniques and plan, organize and direct the operations of the department;
Ability to plan and supervise the work of others;
Ability to develop and administer a budget;
Ability to establish and maintain effective working relationships;
Ability to understand and interpret written technical information including statutes, regulations and operational procedures to ensure effective practice and departmental compliance;
Ability to communicate effectively both orally and in writing.


	MINIMUM QUALIFICATIONS:

	
One (1) year of permanent competitive class status as a Probation Supervisor 1.  Special Requirement: Possession of a current driver’s license or ability to otherwise meet the transportation requirements of the position.




Note: 
Social science includes areas of study concerned with humans living in relation to other humans in a social environment and such as anthropology, criminal justice, economics, geography, history, political science, psychology and sociology.

Behavioral science is a subset of social science characterized by observation of the behavior of living organisms and focused on human social behavior such as psychology, sociology, anthropology, counseling, criminal justice, gerontology, human behavior, social work/social welfare and vocational rehabilitation.

Note: 
Individuals whose duties and responsibilities include the use of a firearm must also complete training pursuant to Criminal Procedure Law Section 2.30(3).

Note: 
The class specifications including the minimum qualifications for positions in Probation Departments are established by rule and regulations of the Division of Criminal Justice Services. These class specifications are found in Title 9 NYCRR Part 347, Appendix H-10, Standard Specifications for Professional Probation Positions.

Note: 
This position is allocated to the competitive class pursuant to Executive Law Section 257(1).





	SPECIAL REQUIREMENT FOR APPOINTMENT AND CONTINUED EMPLOYMENT:

	
Possession of a valid New York State Driver’s license is required at the time of appointment, and such license must be maintained in good standing throughout the tenure of employment in the position.


	PRE-EMPLOYMENT REQUIREMENTS: 

	
All Yates County employees will be subjected to a background check, Workers Compensation medical physical, E-Verify employment Verification, possible drug testing and, depending on the position, fingerprinting.


	CIVIL SERVICE EXAMINATION FEE ($17.00 CASH, CHECK OR MONEY ORDER TO BE SUBMITTED WITH APPLICATION).  As no refunds will be made, you are urged to compare your qualifications carefully with the requirements.


	
Subjects of examination: A written test designed to evaluate knowledge, skills and /or abilities in the following areas: 

Ensuring effective inter/intra agency communications - These questions test for understanding of techniques for interacting effectively with individuals and agencies, to educate and inform them about topics of concern, to clarify agency programs or policies, to negotiate conflicts or resolve complaints, and to represent one's agency or program in a manner in keeping with good public relations practices. Questions may also cover interacting with the staff of one's own agency and/or that of other agencies in cooperative efforts of public outreach or service.
 
Preparing written material - These questions test for the ability to present information clearly and accurately, and to organize paragraphs logically and comprehensibly. For some questions, you will be given information in two or three sentences followed by four restatements of the information. You must then choose the best version. For other questions, you will be given paragraphs with their sentences out of order. You must then choose, from four suggestions, the best order for the sentences.
 
Understanding and interpreting written material -These questions test for the ability to understand and interpret written material. You will be presented with brief reading passages and will be asked questions about the passages. You should base your answers to the questions only on what is presented in the passages and not on what you may happen to know about the topic.

Understanding and interpreting tabular material - These questions test your ability to understand, analyze, and use the internal logic of data presented in tabular form. You may be asked to perform tasks such as completing tables, drawing conclusions from them, analyzing data trends or interrelationships, and revising or combining data sets. The concepts of rate, ratio, and proportion are tested. Mathematical operations are simple, and computational speed is not a major factor in the test. You should bring with you a hand-held battery- or solar-powered calculator for use on this test. You will not be permitted to use the calculator function of your cell phone.

Administrative supervision - These questions test for knowledge of the principles and practices involved in directing the activities of a large subordinate staff, including subordinate supervisors. Questions relate to the personal interactions between an upper level supervisor and his/her subordinate supervisors in the accomplishment of objectives. These questions cover such areas as assigning work to and coordinating the activities of several units, establishing and guiding staff development programs, evaluating the performance of subordinate supervisors, and maintaining relationships with other organizational sections.
 
Administrative techniques and practices - These questions test for a knowledge of management techniques and practices used in directing or assisting in directing a program component or an organizational segment. Questions cover such areas as interpreting policies, making decisions based on the context of the position in the organization, coordinating programs or projects, communicating with employees or the public, planning employee training, and researching and evaluating areas of concern.
 
The New York State Department of Civil Service has not prepared a test guide for this examination. However, candidates may find information in the publication "How to take a written test" helpful in preparing for this test. This publication is available online at: https://www.cs.ny.gov/testing/testguides.cfm 
Yates County is an Equal Opportunity Employer.  Yates County does not unlawfully discriminate in employment because of age, race, creed, color, national origin, sex, sexual orientation, disability, marital status, arrest and/or criminal conviction record unless based on a bona fide occupational qualification or other exception, genetic predisposition, or domestic violence victim status.
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