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PERSONNEL SUPERVISOR II 

 
This is supervisory and consultative work in providing program direction and administration in complex 
and dynamic program areas with statewide impact, either in State Personnel or the largest 
departments. 
 
I. DIFFICULTY OF WORK: 
 
Complexity of Assigned Work - Work is substantially complex with emphasis on planning and 
supervising the work of a team of analysts and technicians in a highly specialized functional area 
having statewide impact in State Personnel or the largest departments. Work has considerable scope 
involving controlling, advising, and working with all department heads and agency personnel officials in 
managing a segment of a personnel program having statewide impact. Establishes work priorities, 
deadlines, long-range projects, and delegates regular work; frequently develops new procedures, 
techniques, and methods to meet statewide needs. 
 
Nature of Guidelines - Works with a wide range of policies and standards and recommends precedents 
in reviewing regular work of own staff and work of other agency officers, analysts, and technicians. 
Frequently researches, develops, and implements new techniques and methods to meet changing 
State Personnel needs. 
 
II.  RESPONSIBILITY: 
 
Impact of Work - Substantial contribution is made in supervising and administering a area of personnel 
work which has statewide impact and affects both employees and management. 
 
Work Controls and Supervision Received - General objectives, established guidelines and precedents, 
guide regular daily work in which substantial degree of freedom to set has been delegated. Review in 
terms of objectives met, quality and timeliness of projects completed. Precedent or policy setting 
decisions are cleared with supervisor.  Responsibility for Others - Supervises and coordinates the work 
of a group of analysts and technicians in a functional area having statewide coverage in State 
Personnel or the largest departments. 
 
III. PERSONAL RELATIONSHIPS: 
 
Work is with staff supervised, agency personnel staffs, and management officials on a frequent and 
continuous basis. Contact is less frequent with employees, private, or federal officials. Internal contact 
is for supervisory problem solving and developmental purposes; external contact is characterized b y 
negotiation and persuasion in problem solving. 
 
IV. JOB REQUIREMENTS: 
 
Knowledges, Skills, and Abilities - Ability to organize, plan, coordinate, and evaluate programs and 
work; to determine priorities among competing demands; to interpret and apply a variety of personnel 
and departmental policies in complex, sensitive, or new situations; to think innovatively in developing 
new programs and approaches; to communicate effectively with others utilizing listening, writing, and  
speaking skills; to establish and maintain effective working relationships. 
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Extensive knowledge of personnel and management principles and practices particularly in the area of 
assignment; and of departmental and/or State programs and organizations. 
Thorough knowledge of State and federal laws and regulations related to the area of assignment; and 
of the principles and methodology of the program area of assignment. 
 
Minimum Training and Experience Requirements - Graduation from a four year college or university 
and four years of general personnel experience or directly related experience as an officer or specialist, 
including at least one year of independent or advanced specialist work involving the development of 
proposed policies and implementation procedures in the personnel function(s) assigned and one year 
of supervisory responsibility; or an equivalent combination of training and experience. 
 
Special Note - This is a generalized representation of positions in this class and is not intended to 
identify essential functions per ADA. Examples of work are primarily essential functions of the majority 
of positions in this class, but may not be applicable to all positions. 


