EXECUTI VE DI RECTOR TO THE BROOME- TI OGA
WORKFORCE DEVELOPMENT BQARD

DI STI NGUI SHI NG FEATURES OF THE CLASS. This is an admnistrative
position responsible for providing |eadership and support to the
Broonme-Ti oga Wirkforce Developnent Board and acts as liaison
between the Board and Broone County governnent. The i ncunbent
acts within the policies established by the County Executive and
the Broone-Tioga W rkforce Devel opnent Board. The Executive
Director provides technical interpretation and assistance to the
Broonme-Ti oga Workforce Devel opnent Board as it carries out its
m ssion of creating and maintaining a work force system in
Broome and Tioga Counti es. The i ncunbent assists the Board in
devel oping and inplenenting policies and prograns that inprove
the quality of the workforce, increase career opportunities for
i ndi vi dual s, and enhance the productivity of business in the two
county area. Does related duties as required.

TYPI CAL WORK ACTI VI Tl ES:

Devel ops and maintains conmunity and public relations prograns
to pronote the mssion of the Board;

Identifies critical decision points; researches 1issues wth
partners and assists the Board in reaching working

solutions for Wirrkforce Investnment Act (WA inple-
ment ati on, busi ness services and trai ni ng/ educati on
pr ogr anm ng;

Ensures full Board nenbership, in conpliance wth federa

regul ati ons;

ldentifies and /or responds to the technical assistance needs of
the Board and arranges assi stance as needed.

Devel ops and analyzes data; prepares and delivers reports on
Board and system activities to County Legislatures and
Chief Elected Oficials;

Assists the Board in accessing funds for Board and system
activities as identified by the Board Conmttees; wites,
adm ni sters, and nonitors grants.

FULL PERFORVANCE KNOW.EDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERI STI CS

Thor ough know edge of techniques wused to gather data for
statistical analysis;
Thor ough know edge of | ocal occupational conditions and trends;



Good know edge of Federal and State aid or grant prograns
avai l abl e for the County;

Good knowl edge of public relations nethods and techni ques;

Good know edge of nodern nethods, practices and procedures used
in public adm nistration

Ability to plan and conduct neeti ngs;

Ability to establish and mintain an effective working
relationship with area economc devel opnent agencies as
well as private industry and governnmental agencies in
matters relating to the enhancenent of business in Broone
and Tioga counti es;

Ability to express oneself clearly and concisely, both orally
and in witing;

Ability to understand conplex oral and witten direction;

Ability to develop conplex planning studies, and prepare
anal yses, recommendati ons and revi si ons;

Physi cal condition comensurate wth the demands of the
posi tion.

M NI MUM QUALI FI CATI ONS:

a) Gaduation from a regionally accredited or New York State
regi stered college or university with a Bachel or’s degree and
four years experience in public or business admnistration
econoni ¢ devel opnent ; enpl oynent program pl anni ng,
devel opnent and analysis; or labor relations, two of which
were in a supervisory capacity; or

b) Graduation from a regionally accredited or New York State
regi stered college or university wth a Mster’'s degree in
public or business admnistration, economcs, or |abor
relations and two years of supervisory experience in public
or business adm nistration, econom c devel opnent; enploynent
program pl anni ng, devel opnent and anal ysis; or | abor
rel ations; or

c) An equivalent conbination of training and experience as
indicated in a) and b) above.
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