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PERSONNEL DIRECTOR I

This is the beginning level director work. It involves planning and directing the work of several
personnel officers, supervisors, analysts, or technicians.

I. DIFFICULTY OF WORK:

Complexity of Assigned Work - Work is complex with considerable emphasis on planning, developing,
and directing relatively comprehensive personnel programs for organizations having new, changing,
and diverse programs. Personnel services are broad in scope and depth and serve a moderately large
and occupationally diverse force.

Nature of Guidelines - Numerous guidelines and standards are generally applicable in many cases but,
frequently only partially relevant and often deficient. Substantial judgment is required both in
interpreting and applying existing guidelines and in developing and using general personnel techniques
and practices where existing guidelines do not fit.

II. RESPONSIBILITY:

Impact of Work - A substantial contribution is made in directing comprehensive personnel programs
which directly affect the well-being of employees and assists management in controlling and directing
its work force. It involves considerable non-routine decisions and recommendations based on overall
agency objectives.

Work Controls and Supervision Received - General objectives and boundaries of personnel programs
are indicated. Major controversial problems and deviations from standard policies discussed with State
level personnel officials. Regular day-to-day problems and deviations are independently analyzed and
resolved without specific review. General review is provided at the State level for soundness of actions
taken and for conformance to decentralized agreement and approval policy and practices.

Responsibility for Others - Supervises or coordinates the work of several personnel officers,
supervisors, analysts, or technicians.

III. PERSONAL RELATIONSHIPS:

Work requires frequent contact with own personnel staff, with agency head, and top program and
managerial officials to explain and interpret policy in rendering services and in maintaining control and
coordination. Occasional contact is required with officials and persons of public, State and federal
agencies in the interpretation of rules. Occasional cooperative problem solving is necessary at the
agency level requiring discussion and persuasion.

IV. JOB REQUIREMENTS:

Knowledges, Skills, and Abilities - Ability to direct others in the planning and development of new and
improved personnel programs; to promote personnel practices and principles as a part of the total
management process; to direct the work of personnel officers and analysts; and to establish and
maintain effective working relationships with agency officials and State Personnel officials.
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Considerable knowledge of personnel and administrative principles and practices, as they relate to the
administration of manpower planning, position classifications and design, training, policy
administration, and employee relations.
General knowledge of the principles of behavioral sciences, business administration, human relations,
and general management as they relate to administering comprehensive personnel programs; and of
administrative, managerial, and supervisory practices and techniques involved in directing personnel
programs and services.

Minimum Training and Experience Requirements - Graduation from a four year college or university,
preferably with coursework applicable to personnel administration, and four years of experience
involving the development and operation of personnel programs, the development of proposed policies
and implementation procedures, and the interpretation and application of policies and standards
including at least two years of supervisory, administrative or coordinative personnel or managerial
work; or an equivalent combination of training and experience.


