	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	DIRECTOR, PERSONNEL SERVICES








DEFINITION:





Under general direction, develops and administers the personnel management program for the Superior Court; performs related work as required.





CLASS CHARACTERISTICS:





This is a management level position responsible for developing and managing comprehensive personnel and staff development functions in the Superior Court; represents the Executive Office to employees, supervisors, employee representatives and staff; and may supervise both professional and clerical staff.





EXAMPLES OF DUTIES:





Formulates, recommends and implements Superior Court personnel policies, standards, rules and proce�dures; prepares forecasts of personnel needs and participates in appropriate recruitment, examination and selection programs; develops exam tools, position descriptions and participates in classification system review and design; reviews employee complaints, mediates when possible, and represents management when early mediation is not possible; meets with Labor Relations and the Department of Human Resources and confers with employee representative on matters of salary and working conditions; advises line supervisors on personnel matters; pre�pares and administers training programs in personnel policy, labor relations, affirmative action and similar sub�ject matter; plans, organizes, assigns and controls work subordinates; oversees and directs the payroll division.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





    •	Principles and methods of public personnel administration.


    •	Principles of public sector labor relations.





General Knowledge of:





    •	Personnel management principles and applications.


    •	Public administration principles.


    •	Employee training principles and techniques.


    •	Capacities and options in computer applications.


    •	California government code sections which affect employees in local government.





�
Skills and abilities to:





    •	Analyze organizational personnel needs.


    •	Mediating between employees, employee groups and members of management.


    •	Presenting management policies to employee representatives.


    •	Planning, organizing, assigning and supervising complex office management functions.


    •	Preparing and implementing employee training programs.





EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrate possession of the knowledge and skills listed above.  The minimum education, training and experience which would likely provide the requisite knowledge and skills would be the equivalent of a Bachelor's Degree in Personnel, Public or Business Administration and four years of professional personnel experience, preferably in a public agency.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Prior to appointment, candidates are subject to fingerprinting and a background investigation.





Previous Class Title:  Departmental Officer III





County Class Linked To:  Departmental Personnel Officer III
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