
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
DISTINGUISHING FEATURES OF THE CLASS:  

The Director  of  Services  is  responsible  for  planning,  coordinat ing and supervis ing work of  

the Adul t  and Family Services  s taff  for  Cayuga County.   This  is  an administ rat ive posi t ion 

involving the responsibi l i ty for  successful  operat ion to the del ivery of  services ,  

recommending casework pol icies  and procedures ,  and maintaining the s tandard of  

performance in del ivery of  these services .   The work is  performed under  administ rat ive 

direct ion of  the Director  of  Heal th and Human Services  or  the Deputy Director  for  Social  

Services  with the leeway for  permit t ing the f requent  exercise of  independent  judgment .   

The incumbent  is  responsible  for  coordinat ing the funct ions of  al l  casework,  technical  and 

related s taff .   Supervis ion is  exercised over  a  number  of  adminis t rat ive supervisors .  
 

 

 

 

TYPICAL WORK ACTIVITIES:  ( I l lustrat ive  Only)   

Assists  in  the format ion of  casework pol icies  and procedures;  

Interprets  federal ,  s ta te ,  and local  programs and advises  the D irector  of  Heal th & Human  

  Services;  

Supervises  the casework s taff  in  adminis ter ing and rendering services  to promote the 

welfare of  the cl ient ;  

Conducts  individual  and group conferences with casework supervisors  to discuss  updates  

and revis ions to laws and regulat ions;  

Establ ishes  and administer s  an employee performance program and necessary control  

records for  evaluat ing s taff  performance;  

Represents  the Director  of  Heal th & Human Services  at  conferences,  publ ic  meet ings,  e tc . ,  

as  directed;  

Manages cont racts  with budgetary parameters;  

Develops procedures  to ensure that  casework,  correspondence,  case plans,  and reports  are  

in accordance with regulat ion and Family Court  requirements;  

Supervises  the establ ishment  of  el igibi l i ty s tandards and operat ing proce dures  for  al l  

adul ts  and family services  cases;  

Conducts  interviews with potent ial  employees,  making recommendat ions for  hir ing and 

subsequent  uni t  assignments;  

Oversees and manages special  depar tmental  projects .  
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FULL PERFORM ANCE KNOWLEDGES,  SKILLS,  ABILITIES,  & PERSONAL 

CHARACTERISTICS:  

Comprehensive knowledge of  modern pr inciples  and pract ices  of  social  casework and social  

services  administ rat ion and abi l i ty to apply these in the performance of  dut ies;  

Thorough knowledge of  federal ,  s ta te ,  and local  social  services  laws and programs;  

Good knowledge of  techniques of  case recording;  

Abi l i ty to plan,  di rect ,  and accept  responsibi l i ty for  the work of  others;  

Abi l i ty to prepare clear  and accurate  records and reports ;  

Abi l i ty to establ ish and maintain succ essful  relat ionships with people;  

Abi l i ty to interpret  the goals  of  the agency;  

Good judgment ,  emotional  matur i ty,  and resourcefulness;  

Ini t ia t ive and tact ;  

Sensi t ivi ty to the react ions of  others;  

Physical  condi t ion commensurate  with the demands of  the pos i t ion.  
 

 

 

 

 

 

MINIMUM QUALIFICATIONS: EITHER:  
 

A) Possess ion of  a  Master 's  Degree  from a  regional ly accred i ted  or  New York Sta te  regis te red  

co l lege  or  univers i ty in  soc ia l  work or  a  re la ted  f ie ld  AND 4  years  o f  exper ience  in  soc ia l  

casework wi th  a  publ ic  o r  p r iva te  soc ia l  agency adher ing to  accep tab le  s tandards ,  inc lud ing two 

years  in  a  supervisory capac i ty;  OR  
 

B)  Graduat ion from a  regional ly accred i ted  or  New York Sta te  regis te red  co l lege  or  univers i ty 

wi th  a  Bachelor 's  Degree  in  psychology,  soc io logy,  soc ia l  work,  counse l ing or  o ther  Human 

Service  re la ted  f ie ld  AND 5  years  o f  exper ience  in  soc ia l  casework wi th  a  publ ic  o r  p r iva te  

soc ia l  agency adher ing to  accep tab le  s tandards ,  inc lud ing two years  in  a  supervisory capac i ty;  

OR  

 

C)  4  years  o f  exper ience  as  a  permanent  Case  Supervisor  Grade  B  in  a  soc ia l  se rvices  agency.  


