BEAVER COUNTY PERSONNEL ACTION PLAN
TITLE AND PAY RANGE

EFFECTIVE JULY 1, 2011
(To access the job descriptions, point to the job title and left click with your mouse)
	TITLE
	RANGE

	GROUP 1 – PROGRAM DIRECTION
	

	Multi-Service Director
	44-52

	Component Service Director
	41-51

	Unit Director
	41-43

	Supervisor
	39-41

	GROUP 2 – SERVICE DELIVERY
	

	Psychiatric Physician 3
	56

	Psychiatric Physician 2
	53

	Psychiatric Physician 1
	50

	Psychologist 3
	45

	Psychologist 2
	43

	Psychologist 1
	41

	Specialist 8
	42

	Specialist 7
	40

	Specialist 6
	38

	Specialist 5
	36

	Associate 4
	33

	Associate 4 Trainee
	31

	Associate 3
	30

	Associate 3 Trainee
	29

	Associate 2
	27

	Associate 1
	25

	Associate 1 Trainee
	24

	GROUP 3 – ADMINISTRATIVE SUPPORT
	

	Financial Manager
	44

	Accountant
	42

	Accounting/Liability Supervisor
	35

	Bookkeeper
	32

	Human Resources Specialist
	38

	Administrative Assistance – B. A.
	35

	Administrative Assistance – R.N. or Associate Degree
	33

	Administrative Assistance – High School + Appropriate Training
	31

	Clerk Typist 3
	30

	Clerk Typist 2
	27

	Clerk Typist 1
	24

	Clerk 4
	32

	Clerk 3
	29

	Clerk 2
	26

	Clerk 1
	23

	Receptionist 2
	26

	Receptionist 1
	23

	Program Maintenance Repairman
	28

	Program Maintenance Assistance 2
	27

	Program Maintenance Assistance 1
	24


MULTI-SERVICE DIRECTOR
FUNCTIONAL DEFINITION:
This is a major administrative work as director of more than one of the basic patient services or auxiliary services for the mentally disabled. This employee has prime responsibility for the development and administration of the services functional responsibility.  Work is performed with guidance from a professional or administrative superior and with considerable independence.  This employee works in conformance to broad MH/MR departmental policies and established functional precedents and practices.  Work is complex and varied requiring analytical thinking.  Supervision of a multi-disciplines staff is exercised through subordinate superiors.  Contact is with colleagues, officials of other health and welfare agencies and the public.
EXAMPLES OF WORK PERFORMED:
· Directs the services related to the efficient operation of the Multi-Service Unit

· Confers with unit heads and staff representatives regarding standards, policies and procedures in the care and treatment of the mentally disabled

· Provides leadership and direction to all professional and technical staff in regard to program planning and implementation of the multi-service program
· Responsible for the recruitment, development and utilization of personnel

· Responsible for preparation of any fiscal reports such as Annual Budget and Income & Expenditure Report to Beaver County Behavioral Health Administrator and any other budgetary reporting

· Handles general personnel grievances

· Develops the overall multi-service operating plan in conjunction with the County MH/MR Administrator and CASD

· Meets regularly with County MH/MR Administrator and CASD for review of financial, planning and service aspects of Multi-Service program

· Responsible for study and continuous review and evaluation of the overall service program, standards and needs
· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS & ABILITIES:
· Extensive knowledge of related theories, principles and techniques of the services provided

· Thorough knowledge and administrative work which includes the basic services provided

· Knowledge of other related community agencies

· Knowledge of the basic principles of program interpretation, promotion, evaluation and community organization

· Knowledge of the principles of supervision

· Ability to prepare clear and concise reports and communicate effectively, both orally and in writing 

· Ability to establish and maintain effective working relationships with clients, associates and other agency personnel

· Ability to plan, organize, and direct the work of a staff of professional and new professional workers

QUALIFICATIONS REQUIRED: Three years of experience in progressively responsible administrative work in a service area; and a Master’s degree; or any combination of equivalent training and experience.
COMPONENT SERVICE DIRECTOR
FUNCTIONAL DEFINITION:
This is administrative work directing the operation of more than one unit of the same kind of mandated service (e.g. Rehabilitative and Training Services or the director of a Base Service Unit which also provides treatment services).  This employee has controlling responsibility for the development and administration of the services functional responsibility.  He works with guidance from a professional or administrative superior and in accordance with functional precedents, practices and policies.  Work is complex requiring analytical thinking.  Contact is with colleagues, officials of other health and welfare agencies, the County MH/MR office and the public.

EXAMPLES OF WORK PERFORMED:
· Directs the services related to the efficient operation of the Component Service Units
· Confers with unit heads and staff representatives regarding standards, policies and procedures in the care and treatment of the mentally disabled

· Provides leadership and direction to all professional and technical staff in regard to program planning and implementation of the Component Service program

· Responsible for analysis and presentation of any fiscal reports and other related reports necessary for the operation of the Component Service program
· Develops overall component service program plan in conjunction with the County MH/MR Program

· Responsible for study and continuous review and evaluation of the program standards and needs

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Thorough knowledge of related theories, principles and techniques of the service provided

· Thorough knowledge of administrative work related to the basic service provided

· Knowledge of community program and other related agencies

· Knowledge of the principles of supervision

· Ability to direct or instruct supervisors or other staff members in objectives, policies and procedures set forth by MH/MR Program

· Ability to prepare clear, concise reports and communicate effectively, both orally and in writing

· Ability to establish and maintain effective working relationships with clients, associates and  other agency personnel

· Ability to plan, organize and direct the work of a staff of Component Service workers

QUALIFICATIONS REQUIRED: Two years of related experience; and a Bachelor’s degree; or any equivalent combination of experience or training. 

UNIT DIRECTOR
FUNCTIONAL DEFINITION:
This is administrative work directing one of the mandated services for the mentally disabled.  This employee has controlling responsibility for the development and administration of the service’s functional responsibility.  He/She works with guidance from a professional or administrative superior and in accordance with functional precedents, practices and policies.  Work is complex requiring analytical thinking; contact is with colleagues and officials of other health and welfare agencies.

EXAMPLES OF WORK PERFORMED:
· Directs the service related to the efficient operation of the Unit

· Confers with department heads and staff representatives regarding standards, policies and procedures in the administrative and service areas of the Unit

· Responsible for the recruitment and utilization of personnel

· Responsible for preparation of any fiscal reports and other administrative reports necessary for the operation of the Unit

· Develops overall unit program plan in conjunction with the County MH/MR Program

· Responsible for study and continuous review and evaluation of the unit program, standards and needs

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Thorough knowledge of office practices, procedures and equipment
· Knowledge of related theories, principles and techniques of the service provided

· Knowledge of other related community agencies

· Ability to gather, assemble, correlate and analyze facts and devise solution to administrative problems

· Ability to comprehend program goals, objectives and operations

· Ability to develop, install and evaluate administrative policies and procedures

· Ability to establish and maintain effective working relationships with the public

· Ability to express ideas clearly and concisely, orally and in writing

QUALIFICATIONS REQUIRED: Two years of experience in varied office management or staff work; and a Bachelor’s degree; or any equivalent combination of experience or training. 
SUPERVISOR
FUNCTIONAL DEFINITION:
This is supervisory work, of a non-administrative nature, directing the activities of workers providing direct patient services to the mentally disabled.  Work includes training and orienting new subordinates, planning, assigning and reviewing work, evaluating performance and advising on difficult or unusual problems.  This employee participates with others in the evaluation and treatment of the mentally disabled and in establishing operating policies and practices.  He/she works under the direction of a professional or administrative superior and in accordance with precedents and well defined policies.  Work requires analytical thinking.  Contact is with clients, their families, colleagues and other health and welfare agencies.
EXAMPLES OF WORK PERFORMED:
· Plans, organizes and supervises a specialized program of direct patient service

· Plans, organizes and supervises a generalized program of inter-related direct patient services in a broad service context

· Supervises professional and non-professional personnel and volunteer workers
· Participates in the development of policies and procedures pertinent to the conduct of the assigned service program

· Interprets unit’s policies and services to staff personnel and cooperates in the coordination of the assigned service program with other related agencies

· Conducts or arranges for training programs for staff and volunteer workers and contributes to all other training programs as required

· Consults with the appropriate professionals on the development and conduct of the assigned service program

· Requisitions, inspects and supervises proper maintenance of appropriate equipment and materials
· Reviews reports of subordinates and prepares periodic reports on the total service program

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Considerable knowledge of the principles and methods of the service being rendered
· Considerable knowledge of the basic theories and practices related to the service program

· Considerable knowledge of the nature and specifications for equipment and supplies needed for the assigned service program and their proper care and maintenance

· Knowledge of individual and group behavior and effective ways of working with mentally disabled clients

· Knowledge of the principles and methods of supervision

· Knowledge of the theory and practice of the service provided

· Some knowledge of the principles and methods of in-service training programs

· Ability to utilize psychiatric data in planning and evaluating patient service programs and to adapt and implement such programs as required

· Ability to plan, assign, coordinate and evaluate the work of professional and non-professional staff

· Ability to express ideas clearly and concisely, orally and in writing

· Ability to establish and maintain effective working relationships with other professional and non-professional personnel within the program and in the community

QUALIFICATIONS REQUIRED: Three years of appropriate professional experience and such training as may have been gained through graduation from a four year college or university; or any equivalent combination of training and experience. 
PSYCHIATRIC PHYSICAN 3
FUNCTIONAL DEFINITION:

This is professional medical and major administrative work in the operation of a hospital for the mentally ill or for the mentally retarded.  An employee in this class acts as the assistant superintendent for clinical services of a hospital for the mentally ill or a hospital and school for the mentally retarded.  Employees assist in the formulation of hospital policy and assist in the direction of the over-all hospital or school services.  Work is performed under the general direction of the hospital director and is reviewed for conformance to broad departmental and hospital policies and established procedures through conferences, reports and evaluation of results.  

EXAMPLES OF WORK PERFORMED:
· Coordinates and assists in the direction and coordination of all medical and auxiliary services related to the efficient operation of the hospital or school

· In the absence of the superintendent, maintains the program of a mental hospital or school for the mentally defective as outlined by policies and procedures

· Initiates and directs staff conferences to discuss medical and administrative problems or for instructional purposes

· Confers with departmental representatives regarding standards, policies and procedures in the care and treatment of mentally ill or mentally defective patients

· Conducts periodic inspections of hospital or school property with particular reference to patient care and well-being

· Represents hospital or school at meetings of professional, civic or other interested community groups for the purpose of promoting goodwill and obtaining community or group cooperation

· Acts as consultant in unusual or difficult cases and advises professional staff on a variety of problems

· Prepares and submits to departmental officials periodic progress reports relating to the mentally ill or mentally defective program

· Investigates unusual incidents in the hospital or school, such as patient complaints, escapes, sudden death, improper conduct of personnel

· Meets with relatives of patients, attorneys, physicians or the general public on matters pertaining to patients or operational policies and procedures

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Extensive knowledge of theories, principles, practices and techniques used in the field of psychiatry

· Thorough knowledge of mental diseases, their symptoms, treatment and social implications

· Thorough knowledge of hospital administration, which includes auxiliary services such as nursing, therapeutic, social, recreational, dietary, laundry and housekeeping

· Thorough knowledge of the theories, principles, practices and techniques used in the field of neurology, general medicine and surgery

· Considerable knowledge of laboratory methods, equipment and techniques as they relate to the field of psychiatry

· Knowledge of community agencies engaged in psychiatric or related work such as diagnostic centers, social or welfare agencies, courts or volunteer groups

· Ability to instruct or direct the instruction of physicians, residents, nurses allied hospital or volunteer personnel in the latest treatment principles and techniques used in the field of psychiatry

· Ability to follow broad departmental or hospital policies or legislative regulations in carrying out the care and treatment function

· Ability to provide leadership for the staff and to carry out the administration of part or all of the hospital services, through the supervision of professional and non-professional staff

· Ability to promote favorable public relations at the community level with reference to the operation of a mental hospital or school for mentally defectives

QUALIFICATIONS REQUIRED: Four years of clinical experience in the care and treatment of mentally ill or mentally retarded patients, including three years in an administrative or supervisory capacity; and completion of a three year residency or training program; which meets the certification requirements of the American Board of Psychiatry and Neurology or the American Osteopathic Board of Neurology and Psychiatry; or any equivalent combination of experience and training.

NECESSARY SPECIAL REQUIREMENT:  Possession of a license to practice medicine in the Commonwealth of Pennsylvania as issued by the State Board of Medical Education and Licensure or eligibility for such licensure.

PSYCHIATRIC PHYSICIAN 2 
FUNCTIONAL DEFINITION:
This is a professional medical work of a supervisory and administrative nature in the field of psychiatry.  An employee in this class is responsible for a major segment of the psychiatry program in a mental hospital or Community Mental Health Center, or programs such as inpatient, outpatient, admission or research services or the care and treatment of the entire male, female or geriatric patient population; or the operations of a diagnostic and evaluation center.  Employees may also serve as the director of a major unit in a mental hospital operating on the unit plan.  Duties include the supervision of a professional and non-professional staff.  Work is performed under general directions of a higher level psychiatric physician and is reviewed for conformance to broad departmental or MH/MR policies and established procedures through conferences, reports and evaluation of results.

EXAMPLES OF WORK PERFORMED:
· Supervises a major segment of a hospital or psychiatric program such as inpatient, outpatient, admission or research services or the care and treatment of the entire male, female or geriatric patient population; or the operations of a diagnostic and evaluation center; or serves as the director of medical and non-medical functions of a mental hospital operating on the unit plan.  

· Makes rounds and periodic inspections to check on the care and treatment of patients and to discuss, observe, and advise on the treatment in unusual or difficult cases

· Confers with and advises members of the medical staff and allied hospital personnel, agencies, relatives and other interested persons on the care, treatment and prognosis of patients.

· Conducts or participates in staff conferences for the discussion of the diagnosis, treatment, parole or discharge of patients

· Instructs psychiatric physicians, residents, nurses, medical students and                   non-professional hospital personnel in the care and treatment of the mentally retarded

· Administers or directs the administration of treatments such as electrotherapy, insulin and similar or advanced techniques

· Reviews laboratory reports of patients’ tests such as reading of electroencephalographs, electrocardiographs, basal metabolic tests, x-rays and others

· Assists in formulating institutional policies and interprets procedures in regards to care and treatment of patients

· Acts as consultant in unusual and difficult psychiatric cases and advises professional staff on a variety of medical problems

· Prepares periodic progress reports in reference to the major segment of the psychiatric program of the hospital for mentally ill or the school for mentally retarded

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Thorough knowledge of the theories, principles, practices and techniques used in the field of  psychiatry

· Considerable knowledge of mental diseases, their symptoms, treatment and social implications

· Considerable knowledge of theories, principles, practices and techniques used in the fields of neurology, general medicine and surgery

· Considerable knowledge of hospital administration, which includes auxiliary services such as nursing, therapeutic, social recreational, dietary, laundry and housekeeping

· Knowledge of laboratory methods, equipment and techniques as they relate to the field of psychiatry

· Ability to gain confidence and cooperation of patients and to establish and maintain effective working relationships with various hospital personnel and the general public

· Ability to instruct physicians, residents, nurses, allied hospital or volunteer personnel in latest treatment, principles and techniques used in the field of psychiatry

· Ability to follow general instructions, broad departmental or institutional policies or legislative regulations in carrying out the care and treatment function

· Ability to provide leadership for the staff and to carry out the administration of a major segment of the psychiatric program of the hospital or school

QUALIFICATIONS REQUIRED: Three years of clinical experience in the care and treatment of mentally ill or mentally retarded patients, including two years in an administrative or supervisory capacity; and completion of a three year residency or training program which meets the certification requirements of the American Board of Psychiatry and Neurology or the American Osteopathic Board of Neurology and Psychiatry, or any equivalent combination of experience and training. 

NECESSARY SPECIAL REQUIREMENT:  Possession of a license to practice medicine in the Commonwealth of Pennsylvania as issued by the State Board of Medical Education and Licensure, or the State Board of Osteopathic Examiners. 

PSYCHIATRIC PHYSICIAN 1
FUNCTIONAL DEFINITION:
This is a professional medical work in the field of psychiatry.  An employee in this class is responsible for the care and treatment of mentally ill or mentally retarded patients in a Mental Health/Mental Retardation related program, facility, and clinic or makes diagnoses in a diagnostic center.  Duties include full professional responsibility for making the diagnosis, determining treatment methods and carrying out treatment plans.  Work is performed under the general direction of higher level psychiatric physicians and is subject to review for conformance to latest psychiatric principles and techniques through staff conferences, case reports, observation during performance and evaluation of results.

EXAMPLES OF WORK PERFORMED:
· Supervises the care and treatment of mentally ill or mentally retarded patients in Mental Health/Mental Retardation programs, facilities, inpatient units, etc., or makes diagnoses in a clinic
· Makes rounds and checks on the care and progress of treatment of patients

· Administers or directs the administration of treatments such as electrotherapy, insulin and similar or advanced techniques

· Confers with and advises members of the medical staff and allied hospital personnel, agencies, relatives and other interested persons on the care, treatment and prognosis of patients

· Instructs residents, nurses, medical students and non-professional hospital personnel in the care and treatment of the mentally ill or mentally retarded

· Attends and participates in staff conferences for the discussion of the diagnosis, treatment, parole or discharge of patients

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Considerable knowledge of the theories, principles, practices and techniques used in the field of psychiatry

· Knowledge of mental diseases, their symptoms, treatment and social implications

· Knowledge of the theories, principles practices and techniques used in the field of neurology, general medicine and surgery

· Some knowledge of laboratory methods, equipment and techniques as they relate to the field of psychiatry

· Ability to examine patients, interpret results of findings, make decisions and to prescribe or carry out course of treatment

· Ability to gain confidence and cooperation of patients and to establish and maintain effective working relationships with various hospital personnel and the general public

· Ability to instruct residents, nurses, allied hospital or volunteer personnel in the latest treatment principles and techniques used in the field of psychiatry

· Ability to follow general instructions and broad departmental or Mental Health/Mental Retardation policies in carrying out the care and treatment function. 

QUALIFICATIONS REQUIRED: Completion of a three year residency or training program in psychiatry which meets the certification requirements of the American Board of Psychiatry and Neurology or the American Osteopathic Board of Neurology and Psychiatry.

NECESSARY SPECIAL REQUIREMENT:  Possession of a license to practice medicine in the Commonwealth of Pennsylvania as issued by the State Board of Medical Education and Licensure, or the State Board of Osteopathic Examiners.

PSYCHOLOGIST 3
FUNCTIONAL DEFINITION:

This is professional and responsible administrative work in the field of psychology.  Employees in this class plan, organize, and direct a psychological services program of major scope; provide administrative coordination for a specialized segment of a large catchment area psychological services program; or direct a moderate-sized catchment area psychological services program.  Supervision may be exercised over professional and technical personnel.  Work is performed under the general direction of a program administrator or a higher level psychologist and is reviewed for conformance to accepted psychological principles, practices and techniques and Mental Health/Mental Retardation and departmental policies through conferences, reports and evaluations of program effectiveness.

EXAMPLES OF WORK PERFORMED:
· Plans, organizes and directs a major psychological services program, or serves as director of a catchment area psychological services program of moderate scope

· Provides administrative coordination to professional staff at the departmental level for a specialized segment of a large catchment area psychological services program

· Coordinates the psychological services program with other disciplines and integrates new policies and procedures in existing programs

· Conducts and participates in diagnostic and evaluative staff meetings to discuss the diagnosis, etiology, treatment and disposition of patients

· Consults with psychiatrists, physicians, social workers and other professional and non-professional personnel concerning diagnostic, evaluation and therapeutic treatment programs

· Conducts and participates in seminars, in-service and professional training programs

· Prepares reports on progress of the program and makes recommendations for improvement

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Extensive knowledge of the principles and methods of psychology, including testing, diagnostic evaluation and psychotherapy

· Thorough knowledge of the principles and methods of administration

· Thorough knowledge of current social, economic and health problems related to personality development

· Considerable knowledge of mental diseases, their symptoms, treatment and social implications

· Considerable knowledge of the principles and methods of psychological research

· Ability to develop, plan, organize, implement and promote a psychological services program

· Ability to interpret and evaluate varied psychological data and develop recommendations

· Ability to communicate effectively, both orally and in writing.

· Ability to establish and maintain effective working relationships with personnel and the general public

QUALIFICATIONS REQUIRED: Three years of post-doctoral experience in the field of clinical psychology, including two years in an administrative or consultative capacity; and a doctoral degree in the field of psychology or educational psychology, including a one-year internship or one year of equivalent supervised experience. 

PSYCHOLOGIST 2
FUNCTIONAL DEFINITION:

This is advance professional or administrative and supervisory work in the field of psychology.  An employee in this class plans, organizes, and directs a psychological services program of moderate scope; provides administrative coordination for a specialized segment of a moderate sized psychological services program; provides coordination for a specialized segment of a psychological services program of major scope; or direct a small catchment area psychological services program.  Supervision may be exercised over professional and technical personnel.  Work is performed under the general direction of a higher level psychologist or program administrator and is subject to review through consultation, written reports and evaluations of program effectiveness.

EXAMPLES OF WORK PERFORMED:
· Plans, organizes and directs a functional segment of psychological services program; provides administrative coordination for programs of moderate scope and intensity

· Assists in the direction of psychological services program of major scope through responsibility for a functional segment of a psychological services program

· Supervises and instructs professional, sub-professional and non-professional personnel in the theories, practices and techniques employed in a psychological services program

· Coordinates the psychological services program with other disciplines and integrates new policies and procedures in existing programs

· Conducts and participates in diagnostic and evaluative staff meetings to discuss diagnosis, etiology, treatment and disposition of patients or clients

· Performs group and individual therapeutic procedures of a psychological nature in a                        multi-disciplinary setting

· Plans, organizes and directs a research project of a psychological services program

· Prepares reports on progress of the program and makes recommendations

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Thorough knowledge of the  principles and methods of psychology, including testing, diagnostic evaluation and psychotherapy

· Considerable knowledge of mental illnesses and diseases, their symptoms, treatment and social implications

· Considerable knowledge of the principles and methods of psychological research

· Considerable knowledge of current social, economic and health problems related to personality development

· Knowledge of the principles and methods of administration and supervision

· Ability to develop, plan, organize, implement and promote a psychological services program

· Ability to interpret and evaluate varied psychological data and develop recommendations

· Ability to communicate effectively, both orally and in writing

· Ability to establish and maintain effective working relationships with personnel and the general public

QUALIFICATIONS REQUIRED: One year of post-doctoral experience in the field of psychology; and a doctoral degree in the field of psychology or educational psychology, including a one-year internship or one year of equivalent supervised experience.  Two years of pre-doctoral experience at a level comparable to the Mental Health/Mental Retardation Specialist Seven may be substituted for the required year of post-doctoral experience.  

PSYCHOLOGIST 1
FUNCTIONAL DEFINITION:
This is a professional work in the field of psychology.  Employees in this class perform independent and specialized work in the clinical, vocational, educational, counseling or research areas of a psychological services program; assist an administrative superior in promoting and developing psychological services program of limited scope; or assist a higher level psychologist in the administrative coordination of a specialized segment of a small catchment area psychological services program.  Supervision may be exercised over technical personnel.  Work is performed under the general supervision of a higher-level psychologist or program administrator and is subject to review through consultation and evaluation of program effectiveness.
EXAMPLES OF WORK PERFORMED:
· Selects and supervises the administration, scoring, and interpretation of a wide range of psychological tests to measure and evaluate intellectual functioning, personality structure, interest, aptitudes and related psychological factors

· Assists an administrative superior in the development of a psychological services program; assists a higher level psychologist in the administration of a functional segment of a small catchment area psychological services program

· Employs a wide range of diagnostic and therapeutic techniques with a variety of patient, clients or inmates

· Undertakes individual and group therapeutic procedures of a psychological nature in a                   multi-disciplinary setting

· Reviews preliminary interpretations of standard psychological tests; prepares comprehensive diagnostic and prognostic opinions

· Supervises and instructs professional, sub-professional and non-professional personnel in the theories, methods, practices and techniques employed in a psychological services program

· Assists in research projects of a psychological services program; may assume responsibility for planning, organizing and conducting a specific segment of a research project

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Thorough knowledge of the principles and methods of psychology involving testing, diagnostic evaluation and psychotherapy
· Considerable knowledge of the application of psychology to individual and group behavior

· Knowledge of mental illnesses and diseases, their symptoms, treatment and social implications

· Knowledge of the principles and methods of statistical research and experimental design as applied to the field of psychology

· Ability to promote and develop psychological services programs

· Ability to administer, score and interpret psychological tests

· Ability to interpret and evaluate varied psychological data, prepare reports, and develop recommendations
· Ability to communicate effectively, both orally and in writing

· Ability to establish and maintain effective working relationships with personnel, and the general public

QUALIFICATIONS REQUIRED: Doctoral degree in the field of psychology or educational psychology, including a one-year internship or one year of equivalent supervised experience.
 MENTAL HEALTH/MENTAL RETARDATION

SPECIALIST 8
FUNCTIONAL DEFINITION:

This is responsible administrative work in the therapeutic care and rehabilitation of the mentally disabled.  An employee in this class plans, organizes and directs the total operation of a large and highly complex community, cross-disciplinary program for the mentally disabled.  The employee plans, develops, implements and evaluates the overall therapeutic development and evaluation of training programs.  Work includes coordination and integration of all program services and the coordination of the operating program with community and other agencies.  The employee interprets departmental programs, policies and procedures governing the assigned area of responsibility and implements them through subordinate staff.  Work is performed with a high degree of initiative and independent judgment under the general direction of an administrative supervisor who establishes general guidelines and evaluates operational effectiveness and achievement of program goals.

EXAMPLES OF WORK PERFORMED:
· Plans, organizes and directs the total operation of a large and highly complex community                  cross-disciplinary program for the mentally disabled

· Plans, develops, implements and evaluates the overall therapeutic care and treatment program

· Provides for the continuing development and evaluation of training programs

· Coordinates and integrates all program services

· Interprets and implements departmental programs, policies and procedures governing the assigned area of responsibility

· Plans and schedules the long-range and day-to-day operations of the assigned area of responsibility

· Establishes internal policies and procedures not circumscribed by a higher authority

· Analyzes and interprets records and reports

· Interprets program objectives to individuals, public or private agencies and other community organizations to obtain mutual understanding, cooperation and support

· Acts as program representative in difficult and extensive community contacts; coordinates operating programs with community needs and available resources

· Conducts staff meetings

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Extensive knowledge of the principles, practices and procedures involved in a cross-disciplinary program for the mentally disabled

· Thorough knowledge of current Mental Health/Mental Retardation problems and the resources available to meet them

· Thorough knowledge of the principles and methods of administration, supervision, and community organization, and their application to community and facility-based programs for the mentally disabled

· Considerable knowledge of mental disabilities, their symptoms, and accepted treatment methods

· Considerable knowledge of individual and group behavior with emphasis on the problems and attitudes of the mentally disabled

· Considerable knowledge of community and social welfare agencies engaged in providing care and treatment services for departmental patients and/or clients

· Ability to plan, organize and direct the work of others

· Ability to develop and maintain an understanding attitude toward the mentally disabled and to instill this attitude in subordinate staff

· Ability to organize, integrate, coordinate and direct the provision of all cross-disciplinary services within the assigned area of responsibility

· Ability to exercise judgment in interpreting and implementing programs, policies and procedures

· Ability to plan, develop, implement and evaluate therapeutic care and treatment programs

· Ability to establish and maintain effective working relationships with patients and/or clients, staff, public and private agencies and the general public

· Ability to evaluate program and staff effectiveness

· Ability to communicate effectively, both orally and in writing

QUALIFICATIONS REQUIRED: One year of experience as a Mental Health/Mental Retardation Specialist VII; or any equivalent combination of experience and training. 

MENTAL HEALTH/MENTAL RETARDATION

SPECIALIST 7
FUNCTIONAL DEFINITION:

This is administrative work in the therapeutic care and treatment of the mentally disabled.  An employee in this class plans, organizes and directs the total operation of a community cross-disciplinary program of moderate scope and complexity or assists in the direction of a large and highly complex community             cross-disciplinary program for the mentally disabled.  The employee plans, develops, implements and evaluates the therapeutic care and treatment program.  Work involves the adaptation of varied methods and techniques in achieving program goals.  Work includes planning, coordinating and evaluating orientation and training programs for lower level Mental Health/Mental Retardation workers.  The employee interprets departmental programs, policies and procedures governing the assigned area of responsibility and implements them through subordinate staff.  Work may include coordinating and integrating the provisions of services of several teams of Mental Health/Mental Retardation workers in a large and highly complex community cross-disciplinary program for the mentally disabled.  Work is performed with a high degree of initiative and independent judgment under the general direction of a higher level Mental Health/Mental Retardation Specialist or other supervisor who establishes general guidelines and evaluates operational effectiveness and achievement of program goals.

EXAMPLES OF WORK PERFORMED:
· Plans, organizes and directs the total operation of a cross-disciplinary program of moderate scope and complexity such as a large community program for the mentally disabled

· Assists in the direction of a large and highly complex community cross-disciplinary program for the mentally disabled

· Plans, develops, implements and evaluates the therapeutic care and treatment program

· Plans, coordinates and evaluates orientation and training programs for lower level Mental Health/Mental Retardation workers

· Coordinates and integrates the provision of services of several teams of Mental Health/Mental Retardation workers

· Interprets departmental programs, policies and procedures governing the assigned area of responsibility; implements them through subordinate staff

· Plans and schedules the long range and day-to-day operations of the assigned area of responsibility

· Establishes internal policies and procedures not circumscribed by a higher authority

· Analyzes and interprets records and reports of the treatment, behavior and progress of patients and/or clients

· Interprets program objectives to individuals, public or private agencies, and other community organizations to obtain mutual understanding, cooperation and support

· Acts as program representative in community contacts; coordinates operating programs with community needs and available resources

· Conducts and attends staff meetings

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Thorough knowledge of the principles, practices and procedures involved in a cross-disciplinary program for the mentally disabled

· Thorough knowledge of current mental health problems and the resources available to meet them

· Considerable knowledge of the principles and methods of program interpretation and implementation

· Considerable knowledge of the principles and methods of administration, supervision, and community organization and their application to community and facility-based programs for the mentally disabled

· Considerable knowledge of mental disabilities, their behavior, with emphasis on the problems and attitudes of the mentally disabled

· Ability to plan, organize and direct the work of others

· Ability to develop and maintain an understanding attitude toward the mentally disabled and to instill this attitude in subordinate staff

· Ability to exercise judgment in interpreting and implementing programs, policies and procedures

· Ability to organize, integrate, coordinate and direct the provision of all cross-disciplinary services with the assigned area of responsibility

· Ability to plan, develop, implement and evaluate therapeutic care and treatment programs

· Ability to establish and maintain effective working relationships with patients and/or clients, staff, public and private agencies and the general public

· Ability to evaluate program and staff effectiveness

· Ability to communicate effectively, both orally and in writing

QUALIFICATIONS REQUIRED: One year of experience as a Mental Health/Mental Retardation Specialist VI; or any equivalent combination of experience and training. 

MENTAL HEALTH/MENTAL RETARDATION

SPECIALIST 6
FUNCTIONAL DEFINITION:

This is advanced work of a supervisory or minor administrative nature in the therapeutic care and rehabilitation of the mentally disabled.  An employee in this class plans, organizes and directs the provision of cross-disciplinary services to patients and/or clients, or supervises a team of Mental Health/Mental Retardation workers in a community, institutional or facility-based program for the mentally disabled.  The employee plans or participates in planning, developing, implementing and evaluating the therapeutic care and treatment program.  Work involves the adaptation of varied methods and techniques in achieving program goals.  Work includes participating in planning, coordinating and conducting orientation and training programs for lower level Mental Health/Mental Retardation workers and planning individual work training assignments.  Minor administrative work may include responsibility for directing the operation of a small community based cross-disciplinary program such as a sheltered workshop, or assisting in the direction of a community program of moderate scope and complexity.  Work is performed with a considerable degree of initiative and independent judgment in accordance with established regulations, policies and procedures.  Direction is received from a higher level Mental Health/Mental Retardation Specialist or other supervisor who establishes general guidelines and evaluates operational effectiveness and achievement of program goals.

EXAMPLES OF WORK PERFORMED:
· Plans, organizes and directs the provision of cross-disciplinary services to patients and/or clients in a community, institutional or facility-based program for the mentally disabled

· Supervises a team of Mental Health/Mental Retardation workers

· Directs the operation of a small community based cross-disciplinary program such as a sheltered workshop, or assists in the direction of a community cross-disciplinary program of moderate scope and complexity

· Plans or participates in planning, developing and evaluating the therapeutic care and treatment program

· Participates in planning, coordinating and conducting orientation and training programs for lower level Mental Health/Mental Retardation workers

· Analyzes and interprets records and reports of the treatment, behavior and progress of patients and/or clients

· Plans and schedules the long-range and day-to-day operations of the assigned area of responsibility

· Interprets and implements departmental programs, policies and procedures governing the assigned area of responsibility

· Establishes internal policies and procedures not circumscribed by a higher authority

· Interprets program objectives to individuals, public or private agencies, and other community organizations to obtain mutual understanding, cooperation and support

· Acts as program representative in community contacts; coordinates operating programs with community needs and available resources

· Conducts and attends staff meeting; participates in conferences for the discussion of behavior, diagnosis, treatment and progress of patients and/or clients

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Thorough knowledge of the basic principles, practices and procedures involved in a                         cross-disciplinary program for the mentally disabled

· Thorough knowledge of current mental health problems and resources

·  Considerable knowledge of the overall operational policies and established procedures of the community, institutional or facility-based program for the mentally disabled

· Considerable knowledge of common mental disabilities, their obvious symptoms and accepted treatment methods

· Considerable knowledge of individual and group behavior with emphasis on the problems and attitudes of the mentally disabled

· Considerable knowledge of the principles and practices of supervision

· Knowledge of the principles and methods of administration, community organization and program interpretation

· Ability to plan, organize and direct the work of others

· Ability to develop and maintain an understanding attitude toward the mentally disabled and to instill this attitude in lower level Mental Health/Mental Retardation workers, volunteer workers and other staff

· Ability to exercise judgment in interpreting and implanting programs, policies and procedures

· Ability to coordinate and direct the provision of all cross-disciplinary services within the assigned area of responsibility

· Ability to plan, develop, implement and evaluate programs

· Ability to establish and maintain effective working relationships with  patients and/or clients, staff, public and private agencies and the general public

· Ability to evaluate program and staff effectiveness

· Ability to communicate effectively, both orally and in writing

QUALIFICATIONS REQUIRED: Successful completion of an in-service training program as a Mental Health/Mental Retardation Specialist VI Trainee; or any equivalent combination of experience and training.

MENTAL HEALTH/MENTAL RETARDATION

SPECIALIST 6 TRAINEE
FUNCTIONAL DEFINITION:

This is advanced work of a training nature in the therapeutic care and rehabilitation of the mentally disabled.  An employee in this class participates in cross-disciplinary training designed to develop the knowledge and skills necessary for advanced work in a facility-based program for the mentally disabled.  Work involves a variety of training assignments involving increasing latitude in initiative, judgment and decision making as knowledge and skills are acquired.  Training and work assignments are performed under the supervision of a higher level Mental Health/Mental Retardation Specialist or other supervisor.  Work is reviewed through individual and group conferences and an evaluation of participation in classroom activities and training assignments.  

EXAMPLES OF WORK PERFORMED:
· Participates in training designed to develop the knowledge and skills necessary for advanced work in the therapeutic care and rehabilitation of the mentally disabled

· Assists a higher level Mental Health/Mental Retardation Specialist or other supervisor in a variety of advanced duties such as planning training programs, administering a small cross-disciplinary community based program, or supervising a team of Mental Health/Mental Retardation workers

· Learns the methods of development and implementation of therapeutic care and rehabilitation programs for the mentally disabled

· Learns the principles and methods of administration and supervision and their application to community, institutional or facility-based programs for the mentally disabled

· Leads or participates in training seminars and discussion groups in area of expertise, as required

· Attends staff meetings and conferences as assigned

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Considerable knowledge of the principles and practices of social and behavioral sciences

· Considerable knowledge of individual and group behavior, with emphasis on the problems and attitudes of the mentally disabled

· Knowledge of common mental disabilities

· Considerable knowledge of current social, economic and health problems and available resources

· Some knowledge of the principles and methods of program interpretation

· Ability to learn and apply the principles, practices and procedures involved in advanced work in a cross-disciplinary program for the mentally disabled

· Ability to identify the needs of patients and/or clients and to gain their confidence and cooperation

· Ability to learn to plan and organize work and to evaluate the results obtained

· Ability to analyze and interpret records and reports and to learn to develop alternative courses of action

· Ability to establish and maintain effective working relationships with patients and/or clients, staff, public and private agencies and the general public

· Ability to communicate effectively, both orally and in writing

QUALIFICATIONS REQUIRED: One year of experience as a Mental Health/Mental Retardation Specialist V; or a Master’s degree in a field directly related to the therapeutic care and rehabilitation of the mentally disabled; or any equivalent combination of experience and training. 

MENTAL HEALTH/MENTAL RETARDATION

SPECIALIST 5
FUNCTIONAL DEFINITION:

This is highly responsible and complex work in the therapeutic care and rehabilitation of the mentally disabled.  An employee in this class assists a higher level Mental Health/Mental Retardation Specialist in planning, organizing and directing the provision of cross-disciplinary services to patients and/or clients, or assist in the supervision of a team of Mental Health/Mental Retardation workers in a facility-based program for the mentally disabled.  Work involves the adaptation of varied methods and techniques in the therapeutic care and treatment of patients and/or clients.  The employee may conduct the orientation and training of lower level Mental Health/Mental Retardation workers and plan individual work training assignments.  Work is performed with a high degree of independence in accordance with established regulations, policies and procedures.  General supervision is received from a higher level Mental Health/Mental Retardation Specialist or other supervisor who reviews work for quality and achievement of program goals.

EXAMPLES OF WORK PERFORMED:
· Assists a higher level Mental Health/Mental Retardation Specialist in planning, organizing and directing the provision of cross-disciplinary services to patients and/or clients in a community, institutional or facility-based program for the mentally disabled

· Assists a higher level Mental Health/Mental Retardation Specialist in the supervision of a team of Mental Health/Mental Retardation workers

· Provides advice and assistance in the more complex aspects of casework and counseling services such as community placement and follow-up

· Plans and evaluates therapy sessions

· Participates in the selection and application of psychological techniques designed to modify behavior

· Conducts the orientation and training of lower level Mental Health/Mental Retardation workers; plans and outlines classroom activities; plans individual work-training assignments

· Insures the adequacy of the emotional and physical care provided for patients and/or clients, and participates as necessary

· Reviews records and reports of the treatment, behavior and progress of patients and/or clients

· Attends staff meetings; participates in conferences for the discussion of behavior, diagnosis, treatment and progress of patients and/or clients

· Provides guidance in preparing and adapting instruction and training materials designed to meet individual patient and/or client needs and abilities

· Insures the maintenance of a healthful and therapeutic environment for the mentally disabled

· Encourages patients and/or clients to cooperate with the treatment program in complex cases, giving them reassurance and support as necessary

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Considerable knowledge of the basic principles, practices and procedures involved in a                     cross-disciplinary program for the mentally disabled

· Considerable knowledge of the overall operational policies and established procedures of the facility based program

· Considerable knowledge of common mental disabilities, their obvious symptoms, and accepted treatment methods

· Considerable knowledge of individual and group behavior, with emphasis on the problems and attitudes of the mentally disabled

· Considerable knowledge of current mental health problems and resources

· Knowledge of the principles and practices of supervision

· Ability to develop and maintain an understanding attitude toward the mentally disabled and to instill this attitude in lower level Mental Health/Mental Retardation workers and volunteer workers

· Ability to identify the needs of patients and/or clients and to gain their confidence and cooperation

· Ability to supervise and instruct lower level Mental Health/Mental Retardation workers

· Ability to plan and organize work and to adapt treatment techniques to the emotional, physical and behavioral needs of patients and/or clients

· Ability to establish and maintain effective working relationships with patients and/or clients, other members of the treatment team and public and private agencies

· Ability to communicate effectively, both orally and in writing

· Ability to maintain necessary records and prepare reports

QUALIFICATIONS REQUIRED: One year of experience as a Mental Health/Mental Retardation Associate IV; or any equivalent combination of experience and training.

MENTAL HEALTH/MENTAL RETARDATION
ASSOCIATE 4
FUNCTIONAL DEFINITION:

This is responsible and complex work in the therapeutic care and rehabilitation of the mentally disabled.  An employee in this class provides cross-disciplinary services of a responsible nature in a facility-based program for the mentally disabled.  Work involves the utilization of varied methods and techniques in the counseling and therapeutic treatment of patients and/or clients.  The employee assists with orientation and training of lower level Mental Health/Mental Retardation workers and may plan individual work-training assignments.  Supervision may be exercised over lower level Mental Health/Mental Retardation workers and volunteer workers.  Work is performed under the direct supervision of a higher level Mental Health/Mental Retardation worker or other supervisor, who outlines methods and objectives and reviews work for quality and achievement of program goals.

EXAMPLES OF WORK PERFORMED:
· Provides a variety of responsible and complex cross-disciplinary services utilized in the therapeutic care and rehabilitation of the mentally disabled

· Provides casework and counseling services to patients and/or clients and members of their families

· Conducts and participates in planning and evaluating therapy sessions; assists in conducting advanced or specialized therapy sessions

· Administers, scores and interprets basic intelligence, achievement and aptitude tests

· Assists in the selection and application of psychological techniques designed to modify behavior

· Insures the adequacy of the emotional and physical care provided for patients and/or clients and participates as necessary

· Participates in the orientation and training of lower level Mental Health/Mental Retardation workers; plans individual work training assignments as required 

· Makes comprehensive observations, records and reports of the treatment, behavior and progress of patients and/or clients

· Attends staff meetings; participates in conferences for the discussion of behavior, diagnosis treatment and progress of patients and/or clients

· Provides instruction and training to patients and/or clients, adapting materials to meet individual needs and abilities
· Insures the maintenance of a healthful and therapeutic environment for the mentally disabled

· Encourages patient and/or clients to cooperate with the treatment program, giving them reassurance and support as necessary

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Knowledge of the basic principles, practices and procedures involved in a cross-disciplinary program for the mentally disabled

· Knowledge of common mental disabilities, their obvious symptoms and accepted treatment methods

· Knowledge of the overall operational policies and established procedures of the community, institutional or facility-based program

· Knowledge of the principles and practices of supervision

· Knowledge of individual and group behavior, with emphasis on the problems and attitudes of the mentally disabled
· Knowledge of current mental health problems and resources

· Ability to develop and maintain an understanding attitude toward the mentally disabled and to instill this attitude in lower level Mental Health/Mental Retardation workers and volunteer workers

· Ability to supervise and instruct lower level Mental Health/Mental Retardation workers

· Ability to plan and organize work and to adapt treatment techniques to the emotional, physical and behavioral needs of patients and/or clients

· Ability to establish and maintain effective working relationships with patients and/or clients, other members of the treatment team, and public and private agencies
· Ability to communicate effectively, both orally and in writing

· Ability to maintain necessary records and prepare reports

QUALIFICATIONS REQUIRED: Successful completion of an in-service training program as a Mental Health/Mental Retardation Associate IV Trainee; or a Bachelor’s degree in a related area or any equivalent combination of experience and training.

MENTAL HEALTH/MENTAL RETARDATION

ASSOCIATE 4 TRAINEE
FUNCTIONAL DEFINITION:

This is responsible and complex work of a training nature in the therapeutic care and rehabilitation of the mentally disabled.  An employee in this class participates in training designed to develop the knowledge and skills necessary for responsible and complex work in a community, institutional or facility-based program for the mentally disabled.  Work involves training assignments of increasing difficulty and complexity as knowledge and skills are acquired.  Training and work assignments are performed under the close supervision of a higher level Mental Health/Mental Retardation worker or other supervisor.  Work is reviewed through individual and group conferences and an evaluation of participation in classroom activities and training assignments.

EXAMPLES OF WORK PERFORMED:
· Participates in training designed to develop the knowledge and skills necessary for responsible and complex work in the therapeutic care and rehabilitation of the mentally disabled

· Assists a higher level Mental Health/Mental Retardation worker or other supervisor in the performance of a variety of difficult and complex duties such as providing casework and counseling services, administering and scoring intelligence and other pertinent tests, and planning and evaluating therapy sessions

· Participates in advanced or specialized training seminars; presents detailed reports on such assignments

· Learns the principles and practices of supervision

· Participates in maintaining a healthful and therapeutic environment

· Attends staff meetings and conferences as assigned

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Knowledge of the basic principles of the social and behavioral sciences

· Knowledge of current social, economic and health problems

· Knowledge of individual and group behavior, and effective ways of working with people

· Some knowledge of common mental disabilities

· Ability to learn and apply the principles, practices and procedures involved in difficult and complex work in a cross-disciplinary program for the mentally disabled

· Ability to develop and maintain an understanding attitude toward the mentally disabled

· Ability to identify the needs of patients and/or clients and to gain their confidence and cooperation

· Ability to maintain necessary records and  reports

QUALIFICATIONS REQUIRED: One year of experience as a Mental Health/Mental Retardation Associate III; or a Bachelor’s degree; or any equivalent combination of experience and training.

MENTAL HEALTH/MENTAL RETARDATION 

ASSOCIATE 3
FUNCTIONAL DEFINITION:

This is supervisory or difficult work in the therapeutic care and rehabilitation of the mentally disabled.  An employee in this class supervises lower level Mental Health/Mental Retardation workers, or performs difficult and varied multi-disciplinary work of comparable responsibility in a facility-based program for the mentally disabled.  Work involves guiding patients and/or clients in therapeutic, daily living and healthcare activities; however, where work is repetitive, there is added responsibility for finality of action.  The employee assists with the orientation and training of subordinate Mental Health/Mental Retardation worker and may participate in planning individual work training assignments.  Work is performed with a considerable degree of independence in accordance with established regulations, policies and procedures and is reviewed by a higher level worker or other supervisor for quality and achievement of program goals.  

EXAMPLES OF WORK PERFORMED:
· Supervises lower level Mental Health/Mental Retardation workers participating in multi-disciplinary tasks in the therapeutic care and rehabilitation of the mentally disabled

· Performs difficult and varied multi-disciplinary work such as participating in planning individual work training assignments or assisting in the application of various advanced treatment methods

· Relays daily written or oral instructions to personnel on succeeding shifts

· Conducts and assists in planning therapeutic activities sessions; plans sessions in the absence of the supervisor

· Maintains a healthful and therapeutic environment for the mentally disabled

· Conducts remotivation sessions with patient and/or client groups; provides basic counseling services

· Meets with families of patients and/or clients in the home or at the work location to secure background information and discuss problems

· Assists with the orientation and training of lower level Mental Health/Mental Retardation workers

· Ascertains that significant changes in the behavior, attitude or physical condition of patients and/or clients are being properly observed and  reported; attends and participates in conferences for the discussion of diagnosis, behavior, treatment and progress of patients and/or clients

· Supervises the performance of basic healthcare tasks, such as taking temperature, pulse, respiration and blood pressure and other physical care activities and participates as required

· Encourages patients and/or clients to cooperate with the treatment program, giving them reassurance and support as needed

· Attends staff meetings and conferences

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Considerable knowledge of the principles, practices and procedures involved in a multi-disciplinary program for the mentally disabled

· Considerable knowledge of standard operating procedures, precautions and appropriate techniques for assisting patients and/or clients in emergencies

· Knowledge of common mental disabilities and their obvious symptoms

· Knowledge of the principles and practices of supervision

· Some knowledge of individual and group behavior and effective ways of working with the mentally disabled

· Ability to develop and maintain an understanding attitude toward the mentally disabled and to instill this attitude in lower level Mental Health/Mental Retardation workers

· Ability to identify the needs of patients and/or clients and to gain their confidence and cooperation

· Ability to supervise and instruct lower level Mental Health/Mental Retardation workers and to cooperate with other members of the treatment team

· Ability to adapt treatment techniques to the emotional and behavioral needs of  patients and/or clients

· Ability to communicate effectively, both orally and in writing

· Ability to maintain necessary records and prepare reports

QUALIFICATIONS REQUIRED: Successful completion of an in-service training program as a Mental Health/Mental Retardation Associate III Trainee; or an Associate Degree in a related area or any equivalent combination of experience and training.

MENTAL HEALTH/MENTAL RETARDATION 

ASSOCIATE 3 TRAINEE
FUNCTIONAL DEFINITION:

This is difficult work in a training nature in the therapeutic care and rehabilitation of the mentally disabled.  An employee in this class participates in an approved multi-disciplinary training course designed to develop the knowledge and skills necessary for difficult work in a facility-based program for the mentally disabled.  Work involves varied training assignments of increasing difficulty and complexity as knowledge and skills are acquired.  Training and work assignments are performed under the close supervision of a higher level Mental Health/Mental Retardation worker or other supervisor.  Work is reviewed through individual and group conferences and an evaluation of participation in classroom activities and training assignments

EXAMPLES OF WORK PERFORMED:
· Participates in multi-disciplinary training designed to develop the knowledge and skills necessary for difficult work in the therapeutic care and rehabilitation of the mentally disabled.

· Assists a higher level Mental Health/Mental Retardation worker or other supervisor in the performance of a variety of difficult and varied duties such as planning therapeutic activity sessions, applying various advanced treatment methods and providing basic counseling services to patients and/or clients

· Learns the basic principles and practices of supervision

· Participates in maintaining a healthful and therapeutic environment for the mentally disabled

· Attends staff meetings and conferences as assigned

· Learns to maintain necessary records and prepare reports

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Some knowledge of the basic principles of the social and behavioral sciences

· Some knowledge of current social, economic and health problems

· Some knowledge of common mental disabilities

· Some knowledge of individual and group behavior and affective ways of working with people

· Ability to learn and apply the principles, practices and procedures involved in difficult work in a multi-disciplinary program for the mentally disabled

· Ability to develop and maintain an understanding attitude toward the mentally disabled

· Ability to identify the needs of patients and/or clients and to gain their confidence and cooperation

· Ability to communicate effectively both orally and in writing

· Ability to maintain necessary records and prepare reports

QUALIFICATIONS REQUIRED: One year of experience as a Mental Health/Mental Retardation Associate II; or an Associate Degree; or any equivalent combination of experience and training.

MENTAL HEALTH/MENTAL RETARDATION 

ASSOCIATE 2
FUNCTIONAL DEFINITION:

This is minor supervisory or moderately difficult work in the therapeutic care and rehabilitation of the mentally disabled.  An employee in this class supervises lower level Mental Health/Mental Retardation Associates participating in routine multi-disciplinary tasks, or performs independent multi-disciplinary work of comparable responsibility in a facility-based program for the mentally disabled.  Work involves guiding patients and/or clients in basic therapeutic, daily living, and healthcare activities.  The employee may assist with the orientation and training of subordinate Mental Health/Mental Retardation Associates.  Work is performed with some degree of independence in accordance with established policies and procedures, and is reviewed by a higher level Mental Health/Mental Retardation worker for quality and achievement of program goals.

EXAMPLES OF WORK PERFORMED:
· Supervises lower level Mental Health/Mental Retardation Associates participating in routine           multi-disciplinary tasks in the therapeutic care and rehabilitation of the mentally disabled

· Performs independent multi-disciplinary work of comparable responsibility, such as assisting with the orientation and training of lower level Mental Health/Mental Retardation Associates or conducting remotication sessions with small patient and/or client groups 

· Conducts planned therapeutic activities sessions

· Participates in maintaining a healthful and therapeutic environment for the mentally disabled

· Meets with families of patients and/or clients in the home or at the work location to secure background information and discuss problems

· Reports significant changes in the behavior, attitude or physical condition of patients and/or clients to a higher level Mental Health/Mental Retardation worker

· Participates in the performance of basic healthcare tasks, such as taking temperature, pulse, respiration and blood pressure and other physical care activities, as required

· Encourages patients and/or clients to cooperate with the treatment program, giving them reassurance and support as needed

· Participates in relaying daily written or oral instructions to personnel on succeeding shifts

· Attends staff meetings and conferences

· Maintains necessary records and prepares reports

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Knowledge of the basic principles, practices and procedures involved in a multi-disciplinary program for the mentally disabled
· Knowledge of standard operating procedures, precautions and appropriate techniques for assisting patients and/or clients in emergencies
· Some knowledge of common mental disabilities and their obvious symptoms
· Some knowledge of the principles and practices of supervision
· Ability to develop and maintain an understanding attitude toward the mentally disabled and to instill this attitude in lower level Mental Health/Mental Retardation workers
· Ability to identify the needs of  patients and/or clients and to gain their confidence and cooperation
· Ability to provide leadership to subordinates and to cooperate with other members of the treatment team
· Ability to understand and carry out oral and written instructions
· Ability to maintain  necessary records and prepare reports
QUALIFICATIONS REQUIRED: One year of experience as a Mental Health/Mental Retardation Associate I and successful completion of an in-service training program as a Mental Health/Mental Retardation Associate I Trainee; or any equivalent combination of experience and training.

MENTAL HEALTH/MENTAL RETARDATION 

ASSOCIATE 1
FUNCTIONAL DEFINITION:
This is beginning level work in the therapeutic care and rehabilitation of the mentally disabled.  An employee in this class participates in multi-disciplinary tasks of a routine and general nature in a facility-based program for the mentally disabled.  Work involves guiding patients and clients in basic therapeutic, daily living, and health care activities.  The employee receives detailed instructions governing each assignment; decisions are restricted to those of an emergency nature only, and problems are referred to the supervisor for solution.  Work is performed under the close supervision of a higher level Mental Health/Mental Retardation Specialist observes and reviews work in progress and upon completion for quality and achievement of program goals.

EXAMPLES OF WORK PERFORMED:; 

· Participates in multi-disciplinary tasks of a routine nature in the therapeutic care and rehabilitation of the mentally disabled

· Participates in conducting planned therapeutic activity sessions

· Assists in maintaining a healthful and therapeutic environment for the mentally disabled

· Observes the behavior, attitude and physical condition of patients and/or clients; reports significant changes to a higher level Mental Health/Mental Retardation worker

· Assists a higher level Mental Health/Mental Retardation worker in the performance of basic healthcare tasks, such as taking temperature, pulse, respiration and blood pressure and other physical care activities, as required

· Encourages patients and/or clients to cooperate with the treatment program, giving them reassurance and support as needed

· Assists supervisors in securing specific information for use in planning individual treatment programs

· Attends staff meetings and conferences

· Maintains simple records and makes routine reports

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Some knowledge of the basic principles, practices and procedures involved in a multi-disciplinary program for the mentally disabled

· Some knowledge of common mental disabilities and their obvious symptoms

· Some knowledge of standard operating procedures, precautions and appropriate techniques for assisting patients and/or clients in emergencies

· Ability to develop and maintain an understanding attitude toward the mentally disabled

· Ability to work effectively with patients and /or clients and to gain their confidence and cooperation

· Ability to follow simple oral and written instructions

· Ability to maintain simple records and to prepare routine reports

QUALIFICATIONS REQUIRED: Successful completion of a training program as Mental Health/Mental Retardation Associate I Trainee, or any equivalent combination of experience and training.

MENTAL HEALTH/MENTAL RETARDATION 

ASSOCIATE 1 TRAINEE
FUNCTIONAL DEFINITION:

This is beginning level work of a training nature in the therapeutic care and rehabilitation of the mentally disabled.  An employee in this class participates in multi-disciplinary training designed to develop the basic knowledge and skills necessary for work in a facility-based program for the mentally disabled.  As knowledge and skills are acquired, developmental assignments are performed under the close supervision of a high level Mental Health/Mental Retardation worker.  Work is reviewed through individual and group conferences and an evaluation of participation in classroom activities and training assignments.

EXAMPLES OF WORK PERFORMED:
· Participates in a multi-disciplinary training designed to develop the basic knowledge and skills necessary in the therapeutic care and rehabilitation of the mentally disabled.

· Assists higher level Mental Health/Mental Retardation worker in the performance of routine duties, in accordance with specific instructions

· Learns to observe the behavior, attitude and physical condition of patients and/or clients

· Learns the basic techniques and attitudes necessary to maintain a therapeutic environment for the mentally disabled

· Learns to maintain simple records and to make routine reports

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Ability to learn and apply the basic principles, practices and procedures involved in a                        multi-disciplinary program for the mentally disabled

· Ability to develop and maintain an understanding attitude toward the mentally disabled

· Ability to learn to maintain simple records and to prepare routine reports

· Ability to follow simple oral and written instructions

QUALIFICATIONS REQUIRED: No previous experience or training required

FINANCIAL MANAGER
FUNCTIONAL DEFINITION:

This is advanced professional and administrative work encompassing major financial control responsibilities for a BCBH contract agency.  The work requires the application of prescribed accounting principles to financial transactions related to the preparation, maintenance and analysis of fiscal operations.  The incumbent reports directly to the Executive Director regarding proposed fiscal policy, plans, and procedures and on the agency’s overall financial status.  Additionally, the incumbent provides supervision/training for supporting technical/clerical staff.

Generally, the work includes directing the preparation and control of fund accounting, budgets, accounts payable/receivable, purchasing, payroll and computer processing when applicable.  These responsibilities are normally discharged in accordance with financial precedents and in conformity with federal, state and county guidelines; however, establishment and/or modification of policies and procedures may be required.

EXAMPLES OF WORK PERFORMED, KNOWLEDGE AND ABILITIES:
· Responsible for the maintenance of general and subsidiary ledgers

· Responsible for establishment and maintenance of effective billing systems related to patient liability and third party payors

· Prepares cost/income projections, records, tax and internal/external fiscal management reports

· Controls/approves disbursement of funds for payroll, supplies, equipment and services

· Controls cash flow

· Directs preparation of monthly balances

· Administers and maintains agency insurance programs

· Directs rent, lease and general contract negotiations

· Coordinates management of long and short-term investment funds when appropriate

· Maintains fixed asset ledger

· Establishes procedures for inventory control

· Reviews and reconciles bank and other financial statements and accounts

· Recruits, interviews and hires and evaluates subordinate professional/clerical staff

· Verifies and submits periodic reports to taxing authorities

· Thorough knowledge of auditing and cost accounting procedures

· Ability to assemble, analyze and prepare reports and statements of financial data

· Ability to train and supervise both professional and non-professional staff

REQUIRED MINIMUM QUALIFICATIONS:  Four years of professional accounting experience and graduation from a four year college or university; including fifteen credits in accounting.  Four years of bookkeeping experience and eighteen credits in accounting may be substituted for college graduation.

NOTE:  This classification will be allocated for only one position per catchment area agency or corporation whose accounting system is on an accrual basis and whose annual MH/MR budget (including income generated as a result of MH/MR funding) equals or exceeds $500.000.00.

ACCOUNTANT
FUNCTIONAL DEFINITION:

This is advanced professional accounting work in the preparation, maintenance and analysis of financial records and reports.  The work requires the application of prescribed accounting principles to the fiscal transactions of a contract agency and may necessitate the supervision and training of subordinate staff.  The functional level of this position is such that the incumbent reports to an Executive Director.

The duties inherent in positions of this class cover a wide range of accounting work.  Generally, such work includes the preparation of financial analysis, trend forecasts, periodic statements/reports and associated documentation necessary to control and account for agency funds.  These duties require direct responsibility for the preparation and control of budgets, accounts payable/receivable, purchasing, payroll and computer processing when applicable. Also, the incumbent will have the responsibilities of planning, directing and controlling all financial activities.

EXAMPLES OF WORK PERFORMED, KNOWLEDGE AND ABILITIES:
· Directs staff activities in the preparation and maintenance of budgets, accounting records, financial statements and related reports

· Directs and participates in internal audits

· Controls cash flow

· Prepares recommendations for improving accounting operations

· Performs accounting operations involving multiple programs and/or funding sources

· Directs monthly preparation of trail balances

· Reviews and reconciles bank and other financial statements and accounts

· Prepares and analyzes agency fiscal reports and budgeting projections

· Prepares cost estimates, amortization projections, cost/benefits and feasibility studies relate to facility/equipment acquisitions

· Supervises distribution of direct and indirect costs to appropriate cost centers

· Maintains fixed asset ledger

· Responsible for billing operations and voucher adjustments

· Establishes procedures for inventory control

· Thorough knowledge of auditing and cost accounting procedures

· Knowledge of modern office management methods

· Some knowledge of electronic and automatic data processing equipment capabilities and requirements

· Ability to plan, assign, review, train and supervise subordinate staff

· Ability to assemble, analyze and prepare reports/statements of complex financial data

· Ability to evaluate, develop and institute new forms, records, procedures and controls

· Ability to analyze and test operating effectiveness of accounting controls

REQUIRED MINIMUM QUALIFICATIONS:  Three years of progressively responsible professional accounting experience and graduation from a four-year college or university, including (15) credits in accounting; OR, four years of bookkeeping experience and (18) college credits in accounting substituted for college graduation.  

ACCOUNTING/LIABILITY SUPERVISOR
FUNCTIONAL DEFINITION:
This is supervisory work requiring the application of accounting/bookkeeping principles and practices in a contract agency.  Positions in this class include supervision of both an accounting/bookkeeping and a billing/liability function.  

Within the framework of either of the denoted functions, the incumbent will be responsible for the overall supervision of such activities as coordinating, reviewing, recording, processing and maintaining agency financial records and documents.  Additionally, there will be a requirement to assist higher level staff in planning and development of internal procedures to control receivables, budgets and cash flow.  Work will also involve direct third party payor contact.  Subordinate supervision will be exercised through review and evaluation of assigned workload.

EXAMPLES OF WORK PERFORMED, KNOWLEDGE AND ABILITIES:
· Supervises all payroll-related functions

· Supervises the maintenance of accounts receivable/payable ledgers

· Posts and supervises posting to general ledger from subsidiary accounts and takes trial balances

· Coordinates and prepares journal input data for automatic data processing

· Responsible for invoice preparation and reports to funding sources

· Supervises client liability determinations

· Performs all abatement process tasks including general ledger write-offs

· Supervises all activities related to insurance claims, payments and subsequent client account adjustments

· Responsible for all insurance coverage negotiations

· Supervises preparation of client-related receivable analysis

· Supervises purchasing and material requisition functions

· Supervises cashiers, billing/liability clerks and bookkeepers

· Assists in staff recruitment

· Thorough knowledge of bookkeeping principles and practices

· Knowledge of modern office practices and equipment

· Knowledge of accounting principles and practices

· Ability to plan, assign, review and supervise subordinate employees

· Ability to prepare financial reports and statements

· Ability to make arithmetical calculations rapidly and accurately

· Ability to apply and adapt established methods to financial transactions

REQUIRED MINIMUM QUALIFICATIONS:  High school graduation and (3) years of experience in the maintenance of financial records, including (1) year of responsible work involving the application of accounting principles/practices and experience in interpreting policies and procedures regarding insurance and other third party payments; OR, (1) year of the above experience and an Associate’s degree in accounting or business administration; OR, any equivalent combination of training and experience.

NOTE:  This classification will be allocated for one position per contract agency/corporation and then only when the position is directly subordinate to a Fiscal Manager and entails supervision of both accounting/bookkeeping and liability/billing functions.  No allocation will be approved for contract agencies/corporations whose services are provided as a subordinate corporate function and whose MH/MR budget authorizes reimbursement for the fiscal portion of the indirect administrative costs.

BOOKKEEPER
FUNCTIONAL DEFINITION:

This is advanced clerical-accounting work involving the application of bookkeeping principles and practices.  Such work requires the recording, reviewing, processing and controlling financial data and records.  These tasks involve the examination of financial records and documents for propriety, quality, validity and conformance with established accounting systems.  Work is performed within a framework of prescribed procedures and regulations.

Under the supervision of an administrative superior, the incumbent’s duties will include posting and/or preparing prescribed financial statements and reports.  Additionally, supervision of a small clerical staff may be required.  The work may also require the use of standard office equipment and the performance of related clerical tasks.

EXAMPLES OF WORK PERFORMED, KNOWLEDGE AND ABILITIES:
· Reviews and posts (or supervises posting) of accounting data to ledgers, journals, registers and books

· Prepares periodic financial reports

· Makes routine account adjustments

· Validates and processes claims for payment

· Coordinates patient and third party billing procedures

· Receives remittances and issues receipts

· Assists in reconciliation of bank accounts

· Audits and maintains payroll system including posting changes and reviewing for completeness, system input/output

· Analyzes forms, records, correspondence, audit and investigative reports to determine completeness, validity and compliance with prescribed rules and regulations

· Assists with tax statement preparation

· Thorough knowledge of bookkeeping principles and practices

· Knowledge of accounting principles and methods

· Knowledge of office practices and equipment

· Ability to perform detailed work involving written or numerical data and to make calculations rapidly and accurately

· Ability to prepare financial reports and statements

· Ability to plan, assign, review and supervise small staff engaged in bookkeeping or clerical accounting operations

· Ability to apply and adapt established methods to financial transactions

REQUIRED MINIMUM QUALIFICATIONS:  Three years experience in the maintenance of fiscal records, including one year responsible work involving the application of accounting or fiscal principles and practices and graduation from high school; OR, (1) year of experience in maintaining and reviewing fiscal records and an Associate degree in accounting or business administration; OR, any equivalent combination of experience and training which provides the required knowledge, skill and abilities.

HUMAN RESOURCES SPECIALIST
FUNCTIONAL DEFINITION:

This class requires the performance of a variety of personnel assignments for a Mental Health, Mental Retardation and/or Drug and Alcohol program.  Employees of positions in this class are primarily responsible for providing technical assistance to directors, managers, supervisors and employees regarding personnel and related matters.

Incumbents may report to a Director, a Senior Human Resource Coordinator or Specialist or a Supervisor.  Work is evaluated for adequacy of service and technical assistance provided.

EXAMPLES OF WORK PERFORMED:
RECRUITMENT:  Receives and responds to verbal and written requests initiated by supervisors.  Furnishes supervisors with available material on hand (i.e. resumes, applications, post vacancies on site or submits to media).  Interviews and refers walk-ins, screen applications, assists with reference checks, schedules interviews for supervisors, provides orientation following selection regarding work hours, pay, benefits, etc., establishes record file for new employee.

PAY ADMINISTRATION:  Submits all necessary information and records to payroll regarding appointments, promotions, reimbursements, pay changes, benefits and status changes.  Prepares and submits all necessary information to the county for reimbursement of program funded positions in accordance with the Personnel Action Plan, updates reimbursements in accordance with PAP revision changes.

BENEFITS:

Provides staff with all pertinent information regarding agency benefits package.  Explains the various benefits (vacation, sick leave, hospitalization, dental, life and accident insurance and retirement) to employees.  Enrolls, posts changes and terminates benefits consistent with employee status. 

TRAINING:  May serve on agency training committee providing input regarding needs surveys, courses available, in-service training on most recent personnel changes, cross training in other positions and career opportunities.

EQUAL EMPLOYMENT OPPORTUNITY:  Disseminates information concerning federal, state and county EEO requirements.  May prepare and update agency affirmative action plan, informs staff of availability of Human Relations Commission in case of employee discrimination complaints, and may get involved in agency’s grievance procedure.   

LEGISLATION:  Advises employees regarding federal and state programs (i.e. Workmen’s Compensation, Disability, liability and vehicle insurance, Cobra and director and deputy liability, coordinates compliance with Act 33 requirements, Pennsylvania criminal checks and child abuse screening, confirms pre-employment verification of citizenship consistent with Immigration Act of 1986, and confirms Act 32 and Act 33 clearance when appropriate.

RECORDS MAINTENANCE:  Maintains personnel file for all employees; notifies supervisors of merits and performance evaluations due; updates employee records regarding training, awards and accomplishments; maintains confidentiality of employee records.  

SUPERVISION OVER OTHERS:  May supervise one or more clerical staff in performance of the above.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Knowledge of personnel methods and techniques including recruitment, selection, placement, position classification, training and employee relations

· Knowledge of office methods and procedures

· Ability to discuss and analyze circumstances and problems of employees and make recommendations

· Ability to make clear oral presentations

· Ability to interview and evaluate prospective candidate qualifications and potential for a position vacancy

· Ability to establish and maintain effective working relationships with manager, supervisors, employees, the county and general public

MINIMUM EXPERIENCE AND TRAINING:  Bachelor’s degree in business and public administration OR in human resources and two years of experience in personnel, finance, business and human resource applications; OR, any equivalent combination of experience and training of the above requirements as approved by the county.

ADMINISTRATIVE ASSISTANCE
FUNCTIONAL DEFINITION:

This is administrative office management work with responsibility for providing agency or unit administrative services, billing and payment for services, personnel screening and record keeping, building maintenance and custodial care, preparation of a variety of records and reports and supervision of staff engaged in such activities.  Duties may also include responsible staff work as an assistant to an executive.  Work is under the direction of an administrative superior and in accordance with precedents and well defined policies.
NOTE:  This category may also serve for full-performance technical administrative work in such areas as 

              accounting and personnel.

EXAMPLES OF WORK PEFORMED:
· Obtaining facts, making analyses, evaluations and recommendations on administrative and program problems

· Conducts follow-up to insure that decisions are being carried out and problems have been resolved

· Acts in a liaison capacity between executive and other officials

· May represent executive at meetings and conferences

· Participates with others in carrying out administrative staff services

· Participates in establishing operating policies and practices

· Works in coordination with program directors and staff of other health and welfare agencies

· Performs related work as required

· May have supervisory duties as necessary to an activity

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Knowledge of the principles and practices of administrative work
· Knowledge of the principles of accounting statistics, and personnel whenever applicable

· Ability to gather, assemble, correlate and analyze facts and help devise solutions to administrative problems

· Ability to comprehend program goals, objectives and operations and to relate these to administrative analysis

· Ability to maintain effective relationships with employees

· Ability to express ideas clearly and concisely, orally and in writing

QUALIFICATIONS REQUIRED: One year of experience in administrative or related work and such training as may have been gained through graduation from a four year college or university; or any equivalent combination of experience and training.
CLERK TYPIST 3
FUNCTIONAL DEFINITION:

This is advanced supervisory or independent clerical work which involves related typing duties.  An employee in this class performs a variety of clerical tasks requiring independent judgment and action, including the making of decisions in accordance with departmental policies and practices.  Primary emphasis is usually on relieving an administrative superior of operating details by assuming responsibility for supervising clerical operations or performing complex clerical work of comparable responsibility.  Where supervision is exercised, it is usually over a group of clerical workers performing varied tasks or a large group of workers performing routine tasks.  Directions are usually received in the form of suggestions or general outlines.  Work is normally reviewed through informal conferences, an analysis of work products and through a general evaluation of results.

EXAMPLES OF WORK PERFORMED:
· Plans, assigns and supervises the work of a moderate-size group of subordinates performing moderately difficult work or a large group of subordinates performing routine clerical tasks.

· Compiles, sets up and types annual reports, special studies, complex work sheets and statistical reports and tables

· Maintains control of equipment, supplies, forms, bulletins and manuals in a large State agency

· Maintains and supervises a moderate-size complex filing section or a larger and more standardized filing operation

· Analyzes complex files, documents and reports for classification, filing, coding or further processing

· Dictates correspondence and sets up and oversees the operation of shift schedules

· Devises, improves and installs work procedures and forms subject to review by a supervisor

· Prepares payrolls for a large State agency

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Considerable knowledge of modern office practices, procedures and equipment

· Considerable knowledge of business English, spelling and arithmetic

· Knowledge of departmental rules, regulations, procedures and functions

· Some knowledge of bookkeeping methods and principles

· Some knowledge of the principles and practices of office management and supervision

· Skill in setting up and typing a variety of accounting, statistical and financial statements, letters, special records and reports

· Ability to carry out routine administrative and supervisory details independently and to conduct correspondence without review

· Ability to plan, assign and supervise the work of clerical workers and to develop, lay out and install clerical procedures from general instructions

· Ability to keep complex records and to  prepare periodic reports from such records

· Ability to prepare clear and concise oral and written reports

· Ability to establish and maintain effective working relationships with other employees and the general public

MINIMUM EXPERIENCE AND TRAINING:  Three years of experience in responsible typing and clerical work, including six months of supervisory or office management experience; and graduation from high school, including or supplemented by a course in typing; or any equivalent combination of experience and training. 

CLERK TYPIST 2
FUNCTIONAL DEFINITION:

This is typing and clerical work which usually involves varied moderately complex work methods and problems.  An employee in this class performs a variety of moderately complex typing and clerical duties.  Work normally involves the application of initiative and independent judgment to procedural questions which are encountered, although decision made are limited by established precedents and departmental policies.  The variety and difficulty of the work differs among positions, but where work is more repetitive, there is an added responsibility for finality of action taken.  Supervision may be exercised over a small group of employees assisting on more routine details.  Until the more difficult phases of work are learned, the employee works under moderately close supervision, but thereafter, detailed instructions are received only when changes in procedure are made.

EXAMPLES OF WORK PERFORMED:
· Sets up and types from copy, rough drafts, or general instructions, a variety of accounting and financial statements, letters, payrolls, medical records, briefs, vouchers, departmental reports, or other materials frequently requiring independent action of judgment on problems encountered

· Composes and types form letters and other routine correspondence and prepares rough draft reports and tabulations

· Maintains less complex accounting, financial and cost records where no technical knowledge is required

· Plans, assigns and supervises a small clerical staff performing routine clerical work

· Checks forms for completeness and accuracy and compliance with procedural requirements

· Checks computations for accuracy and makes moderately complex or varied calculations, adjustments and tabulations

· Performs difficult coding of filing material and maintains a complex filing system

· Prepares requisitions and specifications from files and catalogues

· Interviews the pubic and employees of other departments on matters requiring the interpretation of departmental policies and regulations

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Some knowledge of modern office practices, procedures and equipment

· Some knowledge of good English usage and grammar

· Some knowledge of departmental rules, procedures and functions

· Skill in setting up and typing a variety of accounting, statistical and financial statements, letters, special records and reports

· Ability to maintain moderately complex clerical records and to prepare detailed reports from such records

· Ability to make minor decisions in accordance with precedents and regulations and to apply these to work situations

· Ability to make relatively complex arithmetical computations and tabulations accurately and with reasonable speed

· Ability to plan, assign and supervise the work of a small group of employees performing routine clerical work

· Ability to understand and follow moderately complex oral and written instructions

· Ability to establish and maintain effective working relationships with other employees and the general public

MINIMUM EXPERIENCE AND TRAINING:  One year of experience in clerical, typing, stenographic or secretarial work and successful completion of a formal training course in typing.  One year of appropriate formal post high school training may be substituted for the required experience; or any equivalent combination of experience and training.

CLERK TYPIST 1
FUNCTIONAL DEFINITION:

This is routine typing and clerical work which follows well established procedures.  An employee in this class performs a variety of routine typing and clerical duties, according to prescribed procedures.  Detailed instructions are usually given at the beginning of work and on subsequent new assignments; however, after employees become familiar with particular procedures, they may work with some independence on the more routine aspects of the work.  Employees may make arithmetical or other checks upon the work of other employees, but usually do not exercise supervision except occasionally over extra employees.  Work is normally reviewed and verified upon completion.

EXAMPLES OF WORK PERFORMED:
· Types letters, tables, reports, forms, memoranda and other material from copy, rough drafts and detailed instructions

· Proofreads applications, letters and documents for typographical errors and completeness

· Meets the public and directs persons to proper officers; gives non-technical information and explains well-defined rules; opens, sorts and distributes mail; and takes telephone messages

· Performs clerical duties, such as filing, posting to records, keeping personnel records, issuing licenses and making arithmetical computations

· Operates several types of standard office equipment not requiring previous special training

· Operates a switchboard which has a limited number of trunk lines and extensions

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Some knowledge of good English usage and grammar

· Skill in typing accurately from rough draft or plain copy at a reasonable working rate of speed

· Ability to learn assigned tasks within a reasonable time, to adhere to prescribed routines, and to develop some skill in the operation of common office machines

· Ability to make simple arithmetical computations and tabulations accurately and with reasonable speed

· Ability to understand and follow oral and written instructions

· Ability to establish and maintain effective working relationships with other employees and the general public

MINIMUM EXPERIENCE AND TRAINING:  Successful completion of a formal training course in typing; or any equivalent combination of experience and training.

CLERK 4
FUNCTIONAL DEFINITION:

This is a responsible supervisory clerical work involving direct supervision of a large office unit or                non-supervisory work of comparable management responsibility.  An employee in this class is usually responsible for supervising a large group of employees in a wide variety of complex clerical and machine operations and for coordination of specialized functions with departmental operations.  Assignments may include the performance of highly specialized and technical activities performed independently.  Work involves making independent operating decisions based upon experience and knowledge of departmental operations.  Advice and procedural standards are usually available in difficult cases.  Technical or policy problems and changes in procedures are discussed with administrative officials and operating changes are usually made subject to their approval.  Supervision is received through personal conferences, general observation of work in progress, and the review of completed work and reports by a supervisor.

EXAMPLES OF WORK PERFORMED:
· Plans, assigns and reviews work of a large clerical staff engaged in routine auditing, computation or other comparable work

· Supervises a large office services section, maintaining personnel, perpetual inventory, payroll, appropriations, receipts and other records

· Supervises the review and verification of payroll time sheets, withholding tax and other deductions in a large department and makes adjustments when necessary; performs other work related to payroll preparation

· Supervises a large office services section providing mailing, addressing, duplicating, supply, janitorial and similar services; acts as property officer for a department; determines needs for and requisitions supplies for an entire department; supervises the maintenance and repair of office equipment; determines budgetary requirements for supplies and equipment

· Supervises the maintenance of personnel records of a department, which shows status, title, salary, date of appointment and other related data; makes certification from eligible registers upon request; advises departments on questions pertaining to records

· Supervises the preparation of difficult correspondence involving the adjustment of complaints, supplying information explaining departmental procedures and interpreting and applying rules to individual cases

· Maintains cost records on automotive equipment; processes and maintains related records such as fuel, repairs and depreciation costs; recommends the purchase of new equipment as the operation of present equipment becomes un-economical

· Relieves an executive of administration detail by interviewing the public, dictating correspondence, preparing reports, assembling budget data and performing other work as directed

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Thorough knowledge of modern office practices, procedures and equipment

· Considerable knowledge of business English, spelling and arithmetic

· Considerable knowledge of departmental policies, rules, regulations, procedures, organization and functions

· Knowledge of the principles and practices of office management and supervision

· Knowledge of office record keep and reporting

· Some knowledge of bookkeeping and methods and principles

· Ability to  prepare operating and statistical tabulations and reports and to make difficult mathematical computations accurately

· Ability to plan, assign, and coordinate the work of a large clerical staff

· Ability to establish and maintain effective working relationships with other employees and the general public

MINIMUM EXPERIENCE AND TRAINING:  Four years of progressively responsible experience in clerical, typing, stenographic or secretarial work.  Appropriate formal post high school training may be substituted for the required experience on a year-to-year basis; or any equivalent combination of experience and training. 

CLERK 3
FUNCTIONAL DEFINITION:

This is responsible clerical work involving direct supervision over a moderate size office unit or advanced clerical work of comparable responsibility.  An employee in this class is responsible for a variety of complex clerical operations frequently requiring specialized clerical knowledge.  Employees are responsible for making decisions requiring knowledge of applicable functions, rules and regulations of the organization in which employed; however, technical or policy problems are normally referred to supervisors for decision or explanation.  Work is reviewed by a superior through a review of reports and general observation of daily operations for compliance with established procedures and practices.

EXAMPLES OF WORK PERFORMED:
· Plans, assigns and reviews the work of a moderate-size clerical staff engaged in processing fiscal, personnel, educational, medical or other departmental records

· Supervises the clerical function and work production, flow and review of a large record and files system, computation unit or similar section of a state department

· Determines the need for and prepares requisitions covering the supply needs of a large department; prepares specifications; processes approved requisitions to cover emergency purchases; maintains records relating to the status of individual requisitions and all other matters relating to the purchasing process

· Keeps cumulative records of statewide retail stores sales activities; analyzes kinds and volume of merchandise sold and determines the volume of items to be stocked in stores

· Assists a superior in a variety of administrative detail matters and supervises office and non-technical operations

· Acts as office manager for a small geographical unit of the State Highways Department, supervising the processing and maintenance of personnel, equipment and supply records; compiles special and regular reports

· Maintains cost records that do not require any technical knowledge of accounting in accordance with established procedures; allocates cost items to a variety of accounts according to prescribed classifications; prepares standardized reports and statements

· Performs involved claims computations where there are deviations in methods and procedures and necessitates applying several regulations.

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Considerable knowledge of modern office practices, procedures and equipment

· Considerable knowledge of business English, spelling and arithmetic

· Knowledge of departmental rules, regulations, procedures and functions

· Some knowledge of the principles of office management and supervision

· Ability to develop, lay out, and install clerical procedures and operations from general instruction; and to plan, assign and coordinate the work of a moderate size clerical staff

· Ability to keep complex records and to prepare periodic reports from such records

· Ability to apply and interpret departmental policies and procedures

· Ability to prepare clear and concise oral and written reports

· Ability to establish and maintain effective working relationships with other employees and the general public

MINIMUM EXPERIENCE AND TRAINING:  Three years of experience in clerical work, including six months of supervisory or office management experience; and graduation from high school; or any equivalent combination of experience and training.

CLERK 2
FUNCTIONAL DEFINITION:

This is varied clerical work involving moderately complex work methods and problems.  An employee in this class performs a wide variety of clerical functions which require the application of independent judgment and the interpretation of policies and regulations on the basis of training or knowledge gained through experience on the job.  Decisions made are limited by established precedent and departmental policy.  Supervision may be exercised regularly over other employees assisting in routine details.  Work may include the incidental operation of standard office equipment or responsible contacts with the public.  Advice and assistance are available when unusual or difficult matters arise.  Work is generally reviewed by a supervisor through an observation or operations.

EXAMPLES OF WORK PERFORMED:
· Assigns, instructs and supervises a small group of clerical subordinates performing routine operations

· Supervises work production and flow in a central files, records management, or similar operating unit of moderate size; maintains more complex indexes and files

· Makes final checks for proper coding, classification, mathematical accuracy and compliance with procedures; posts invoices; vouchers, and other fiscal, statistical and administrative data; prepares routing correspondence; performs the more complex arithmetical and tabulating assignments

· Checks field reports on equipment operations for completeness and accuracy, transfer invoices, repair invoices, and equipment transfers; conducts routine correspondence with field personnel to adjust discrepancies

· Interviews persons seeking information; interprets procedures and departmental policies; assists the public in the preparation of forms and statements’ receives and adjusts routine complaints

· Prepares routine narrative and other reports; reviews work activities and other reports and makes combined statistical tabulations of such activities as counseling interviews, job placements, employment trends, retail sales and motor vehicle traffic 

· Operates a typewriter, other standard office equipment and a word processing program in a computer as required in the performance of clerical duties under conditions not demanding skilled operation of such equipment

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Some knowledge of modern office practices, procedures and equipment

· Some knowledge of departmental rules, procedures and functions

· Ability to understand and carry out moderately complex oral and written instructions

· Ability to make relatively complex arithmetical computations and tabulations accurately and with reasonable speed

· Ability to make minor decisions on the basis of precedents and regulations and to apply them to work problems

· Ability to train, assign, supervise and review the work of subordinate employees

· Ability to prepare clear and concise oral and written reports

· Ability to establish and maintain effective working relationships with other employees and the general public

MINIMUM EXPERIENCE AND TRAINING:  One year of experience in clerical, typing, stenographic or secretarial work.  One year of appropriate formal post high school training may be substituted for the required experience; or any equivalent combination of experience and training.

CLERK 1
FUNCTIONAL DEFINITION:
This is routine clerical work of limited complexity and variety.  An employee in this class performs standardized duties which follow well established methods and procedures.  They receive instructions and close supervision on new assignments, although regular assignments may be performed more independently and some initiative and limited judgment may be utilized as experience is gained.  Work may involve the operation of standard office equipment incidental to regular assignment, but under circumstances which do             not necessitate previous vocational training in their use.  Arithmetical or other checks for accuracy may be made upon the work of other employees, but direct supervision is not usually exercised over others.  Work may include contacts with the public under conditions requiring the use of tact and initiative.  All work is subject to close supervision and is reviewed by a superior for both content and accuracy.
EXAMPLES OF WORK PERFORMED:
· Receives, opens, sorts and distributes mail; operates a postage meter machine; computes and maintains records of postage expenses; maintains files of and distributes bulletins.
· Sorts and files correspondence and documents alphabetically, numerically or by other established classifications; removes material from the files upon request and keeps records of the movement of file materials

· Sorts, checks for completeness and mathematical accuracy, and posts invoices, vouchers and other fiscal and statistical records according to standard procedures

· Maintains time, payroll, inventory, and other operating records; makes simple arithmetical calculations; performs routine coding and tabulating of fiscal and statistical data

· Acts as a desk clerk of receptionist on routine matters such as directing individual to employment interviewers and checking files for previous registration; receives applications for birth certificates and checks records to ascertain existence of registration

· Operates a phone console with a limited number of trunk lines and extensions; receives and records telephone complaints; completes forms and routes complaints to proper authority for action

· Operates a typewriter, word processing program in a computer, regularly or in the performance of routine clerical operations where conditions of work require no previous training in their use
· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Some knowledge of good English use and grammar

· Ability to understand and follow oral and written instructions

· Ability to learn assigned clerical tasks readily and to adhere to prescribed departmental procedures
· Ability to make simple arithmetical computations and tabulations accurately and with reasonable speed

· Ability to establish and maintain effective working relationships with other employees and the general public

MINIMUM EXPERIENCE AND TRAINING:  Training and experience equivalent to three months of clerical work.
RECEPTIONIST 2
FUNCTIONAL DEFINITION:

This is a supervisory of independent work of comparable responsibility in the operation of a large central telephone consoles.  An employee in this class supervises and performs work in all the operations of a large central telephone switchboard where the traffic load requires the services of several operators.  Work includes the scheduling and training of assistants.  Employees are responsible for speed and accuracy in placing and in answering calls and for remembering names and locations of personnel in the department.  Work involves the keeping of all clerical records on incoming and outgoing calls, which usually includes numerous toll charges.  Employees work under general administrative supervision.

EXAMPLES OF WORK PERFORMED:
· Supervises all activities of large central telephone consoles
· Answers incoming local and long distance telephone calls and makes proper connections to persons requested

· Places local and long distance outgoing calls, as well as inter-office calls

· Operates call systems in paging staff personnel at a hospital, dispensary or institution

· Answers routine non-technical questions and refers other questions to proper persons or units

· Trains and oversees work of assistant operators

· Acts as a receptionist, receiving, announcing and directing callers and giving non-technical information

· Keeps records of long distance calls and performs other clerical work

· Performs related work as required

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
· Considerable knowledge of the operation of a telephone console
· Knowledge of procedures involved in charging for and transmitting long distance and other toll telephone services

· Knowledge of the names and locations of  personnel in the department or work location and of essential departmental operations

· Knowledge of good English usage and grammar

· Ability to supervise and cooperate with other operators in the work on a large console under conditions of heavy traffic load

· Ability to answer telephone calls or questions politely and efficiently at a reception desk

· Ability to train new operators in telephone console operation

· Ability to keep clerical records and to  prepare reports

MINIMUM EXPERIENCE AND TRAINING:  One year as a Receptionist I, or one year of experience in the operation of a large telephone console; and graduation from high school, or any equivalent combination or experience and training. 

RECEPTIONIST 1
FUNCTIONAL DEFINITION:

This is routine work in operating a central telephone console.  An employee in this class performs routine and repetitive work in the operation of a large telephone switchboard carrying a heavy traffic load.  Work primarily involves the responsibility for accuracy in placing and answering calls and for remembering the names and locations of personnel in the department or work location.  Work includes the keeping of simple clerical records and may include incidental receptionist work.  Employees work under general supervision and refer difficult problems to a supervisor.

EXAMPLES OF WORK PERFORMED:
· Answers all incoming local and long distance telephone calls and makes proper connections to persons requested

· Operates call system in paging staff personnel

· Places local and long distance outgoing calls, as well as interoffice calls

· Answers routine non-technical questions and refers other questions to proper persons

· Serves as a receptionist which involves receiving, announcing and directing callers and giving            non-technical information

· Keeps records of long distance calls and performs other routine clerical work

· Performs related work as required

REQUIED KNOWLEDGE, SKILLS AND ABILITIES:
· Some knowledge of the operation of a telephone console
· Ability to operate a large telephone console under heavy traffic load conditions

· Ability to remember accurately, within a reasonable amount of training time, the names and locations of personnel and units to understand essential departmental operations

· Ability to answer telephone calls or questions politely and efficiently at a reception desk

· Ability to keep simple clerical records accurately

MINIMUM EXPERIENCE AND TRAINING:  Successful completion of a formal training course in the operation of a telephone console; or any equivalent combination of experience and training.  Three months of experience as a Clerical Trainee, specializing in telephone console operations, may be substituted for the required training course.
PROGRAM MAINTENANCE

REPAIRMAN
FUNCTIONAL DEFINITION:

This is a semi-skilled maintenance and repair work in the building, mechanical or electrical trades or any other trade relative to job requirements.  An employee in this class may work in a variety of trades at the     sub-journeyman level in the maintenance and repair of private residencies of occupancy, its appurtenant facilities and equipment.  Work may involve repair jobs of a routine nature which is performed independently or more advance work in which case the work consists of assisting a journeyman tradesman, or foreman.  Assignments of a routine or a minor repair nature are normally made by an administrative supervisor, whereas, work of a more advanced nature is usually assigned by a journeyman tradesman or foreman who lays out the work consistent with the worker’s capabilities.

Routine and minor repair work accomplished is usually assumed to be acceptable except that the supervisor expects to be apprised as to completion time and date whereas more advanced work is spot-checked in progress and thoroughly checked upon completion for functional adequacy, quality workmanship and compliance with instructions.

EXAMPLES OF WORK PERFORMED, KNOWLEDGE AND ABILITIES:
· Opens blocked drains, repairs leaky faucets, helps steamfitter to couple or disconnect pipes, cuts and threads pipe

· Makes minor repairs to furnaces and water heaters and cleans and lubricates furnaces and checks furnaces and water heaters for safety hazards

· Replaces bulbs, shades, switches; helps electrician who does major electrical maintenance and repair, makes minor repairs to appliances, light fixtures and fire security systems

· Builds doors; lays linoleum; makes repairs to floors; takes out and replaces or repairs screens; installs broken windows, sash weights; repairs doors and locks

· Makes minor repairs and adjustments to laundry equipment, oils and cleans machinery

· Mixes cement and plasters; helps to lay bricks and pour cement; makes minor plastering repairs; makes minor repairs to roofs

· Knowledge of the methods, materials, tools and practices used in one or more building and equipment maintenance trades

· Knowledge of safety practices and hazards relative to trades involved

· Ability to use and maintain tools and equipment of trades involved

· Ability to interpret specifications and drawings to follow directions and instructions

MINIMUM EXPERIENCE AND TRAINING:  Two years of experience in general maintenance and repair work involving at least one or more buildings, mechanical, electrical or other recognized trade; and additional training which may have been gained through completion of eighth school grade, academic, vocational or both; any equivalent combination of experience and training as approved by the county.
PROGRAM MAINTENANCE

ASSISTANT 2
FUNCTIONAL DEFINITION:

Employees in this class are responsible for maintaining as assigned area in a clean and orderly condition in accordance with required standards.  Duties require making routine work decisions independently although work usually follows established methods and work schedules.  Supervision may be exercised over a small group of subordinate employees engaged in routine cleaning and minor maintenance work.  Work is subject to inspection during progress or upon completion.

EXAMPLES OF WORK PERFORMED, KNOWLEDGE AND ABILITIES:
· Supervises custodial workers of a lower class engaged in such duties as mopping and scrubbing floors; polishing floors and furniture, washing windows, moving furniture, sweeping and cleaning walks, tending to small heating plants or furnaces and otherwise keeping buildings, equipment and premises in an orderly condition.

· Requisition janitorial supplies, distributes supplies to custodial workers and checks the use of supplies and equipment

· Makes minor repairs and reports needed major repairs to a supervisor

· Knowledge of the materials, methods and practices used in cleaning operations

· Knowledge of the operation and care of vacuum cleaners, scrubbing machines, polishing machines and other janitorial equipment

· Ability to assign and supervise the work of subordinates and to train and instruct employees in cleaning, heating and custodial operations

· Ability to make minor repairs on building fixtures and equipment

· Ability to understand and follow oral and written instructions and to keep simple records and make reports

· Sufficient physical strength to withstand the strain of working long hours at custodial tasks

MINIMUM EXPERIENCE AND TRAINING:  One year of experience in custodial work and such training as may have been gained through completion of the eighth school grade or any equivalent combination of experience and training as approved by the county.

PROGRAM MAINTENANCE 

ASSISTANT 1
This is routine manual work in the custodial care of buildings and surrounding grounds.  An employee in this class performs cleaning and minor maintenance work in buildings and their adjacent grounds.  Primary responsibility is for the use of proper methods and materials in cleaning and otherwise caring for buildings and equipment.  Employees work under close supervision, or work follows a well-established routine.
EXAMPLES OF WORK PERFORMED, KNOWLEDGE AND ABILITIES: 
· Mops and scrubs floors, waxes and polishes floors and furniture, dusts furniture, cleans and polishes brass, cleans lavatories and replaces lavatory supplies, disposes of waste paper

· Operates a small heating plant or furnace, removes ashes and cleans boiler rooms

· Cuts grass, trims hedges, shovels snow, sweeps and cleans walks and assists in keeping outside premises in an orderly condition

· Replaces light bulbs and makes simple repairs to buildings and equipment

· Moves furniture and equipment, delivers supplies, runs errands, serves as guard or night watchman as an incidental assignment

· Ability to learn the materials, methods and practices used in cleaning operations

· Ability to learn the operation and care of vacuum cleaners, scrubbing machines, polishing machines and other janitorial equipment

· Ability to make minor repairs and adjustments to building fixtures and equipment
· Ability to exercise care in the use of cleaning materials for different types of building surfaces

· Ability to work effectively with fellow workers and others

· Ability to understand and follow simple and oral and written instructions

· Sufficient physical strength to work long hours at custodial tasks

MINIMUM EXPERIENCE AND TRAINING:  No previous experience and training required.
