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	1. Present Classification Title of Position:
	7   Present 15 Digit Position Number:
	Proposed 15 Digit Position Number:

	
	
	245-16-419

	2.  Usual Working Title of Position:
	8.  Department, University, Commission, or Agency

	Deputy Director
	Person County Department of Social Services

	3.  Requested Classification of Position:
	A. Institution & Division:



	Deputy Director
	Person County Department of Social Services

	4.  Name of Immediate Supervisor:
	10. Section and Unit: 

	Carlton Paylor
	Administrative

	5.  Supervisor's Position, Title & Position Number:
	11. Street Address, City and County:

	DSS Director, 245-16-420
	355-B S. Madison Blvd, Roxboro, Person County

	6.  Name of Employee:
	12. Location of Workplace, Building and Room Number:

	
	Person County Department of Social Services


I.  A.  Primary Purpose of Organizational Unit: The mission of the Person County Department of Social Services is to alleviate emotional and economic distress among the people of the county. The primary purpose of this unit is to direct the work of the agency in conjunction with the Director, local Social Services Board and the State Division of Social Services.
B.   Primary Purpose of Position: The Deputy Director’s role is to provide leadership in the absence of the Director of Social Services and will provide overall management of the internal day-to-day operations of the Department of Social Services (DSS) and leadership in assigned organizational change initiatives. The incumbent provides leadership, guidance, and direction to the DSS Senior Management Team and directly supervises Administrators and other staff as assigned. This position ensures effective, efficient, and fiscally responsible operations which are compliant with county, state and federal policies, regulations, and statutes. Additionally, this position provides oversight and direction for internal operations; serves as a liaison with outside agencies; is heavily involved in policy making; has resource responsibilities; and is responsible assisting the director’s vision on issues related to state politics and policies, and related work as apparent and assigned.
C.   Work Schedule: The normal work schedule is mostly Monday through Friday 8:30am – 5pm, with some after hours and weekend work on occasion due to CWS, shelter duty, projects and other departmental needs.

D.   Change in Responsibilities or Organizational Relationship: This position will be added to the Administrative Unit of DSS.
II.  A.   DESCRIPTION OF RESPONSIBILITIES AND DUTIES: Must include % of time spent on each item.
Order of importance  
Sequential order
The Deputy Director’s role is to provide leadership in the absence of the Director of Social Services and will provide overall management of the internal day-to-day operations of the Department of Social Services (DSS) and leadership in assigned organizational change initiatives. The incumbent provides leadership, guidance, and direction to the DSS Senior Management Team and directly supervises Administrators and other staff as assigned. This position ensures effective, efficient, and fiscally responsible operations which are compliant with county, state and federal policies, regulations, and statutes. Additionally, this position provides oversight and direction for internal operations; serves as a liaison with outside agencies; is heavily involved in policy making; has resource responsibilities; and is responsible assisting the director’s vision on issues related to state politics and policies, and related work as apparent and assigned. Work is performed under the supervisor of the Director of Social Services. Provides major input on organizational changes, and budget issues.  Duties may include development of alternate sources of funding, interagency agreements and contracts.  Individual in this position may be instructed by the agency Director to serve on local and state planning committees and policy review groups.  Must possess minimum personal computer skills and high-level communication skills.  Must have a valid driver’s license. The normal work schedule is mostly Monday through Friday 8:30am – 5pm, with some after hours and weekend work on occasion due to CWS, shelter duty, projects and other departmental needs.
Leadership & Guidance: 40%      

 Assist the director with providing strategic leadership to all DSS staff by leading organizational change and providing executive leadership and guidance across department divisions/teams. Assist the director in setting the tone and culture of the department by leading by example. Encourages and supports leadership to embrace the value of a continuous learning environment. Provide direct supervision to assigned Services Program Managers and IMC Administrator and other staff as assigned. Assist the director with fiscal oversight monitoring of revenues and expenses and fiscal analysis of various initiatives. Act as the DSS Director’s designee by performing duties as specified by NCGS108A14. Collaborates with Administrators for state MOU, improvement initiatives, performance indicators and quality improvement projects. Assists with strategic planning, budget planning and communicating with internal and external stakeholders. Able to effectively analyze, communicate, navigate, negotiate, and network internally and externally. Provides leadership in continuous quality improvement of employees who are not meeting standards. Contributes to the accomplishment of the agency wide customer service standards and values by staff at all levels delivering exceptional customer service. 
Planning: 30% 

In conjunction w/ the Director, plans and ensures agency effectiveness regarding administrative, operational and services. Works with the Director to develop and implement policies and procedures to meet the demands of the public, federal and state government. Consults with the Agency Director and executive management team in preparing for the annual budget based on current needs and available/projected resources. Assists and plans for mandatory emergency shelter duty. Assists in preparing long-term strategies to achieve organizational goals.

Collaboration: 30% 

Partners with state leaders to ensure that all mandated and ancillary programs are implemented according to county, state and federal policies. Works with county and community leaders to ensure that clients have access to needed services. Works with partner agencies in the community to meet the goals of the agency. Works with the DSS Director as well as County Management staff on projects that improve the overall service delivery. Represents Person County Social Services at designated meetings.

II. B.  OTHER POSITION CHARACTERISTICS:
1.  Accuracy Required in Work: One hundred percent (100%) accuracy is required in this position.
2.  Consequence of Error: Errors may cause disruption to client’s services, or have negative fiscal impact
3.  Instructions Provided to Employee: This position receives instruction from the Director. Regular conferences are held with the Director to stay abreast of agency happenings. Management Team Meetings are conducted with all supervisory staff, as needed.
4.  Guides, Regulations, Policies and References Used by Employee: - Utilize divisional, agency, State and Federal regulations, procedural manuals, instructional materials, and policy memoranda requiring interpretations, integration and appropriate application. On a regular basis employees utilize the procedural instructions provided by other State/Federal agencies and letters and policy interpretations in reaching decisions and communicating with other supervisors, managers, and other employees.
5.  Supervision Received by Employee: This position is supervised by the DSS Director.
6.  Variety and Purpose of Personal Contacts: This position requires contact with people daily. These contacts include staff, clients, and outside community partners. Collaboration with community and state partners is imperative.
7.  Physical Effort: Appear at and/or conduct meetings; Demonstrates effective verbal and written communication skills; 
8.  Work Environment and Conditions: An employee in this class performs difficult, complex administrative and managerial work with primary responsibility for planning, organizing, staffing, directing and overseeing the Department of Social Services under the direction of the Director. Sedentary work requiring the exertion of up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to move objects; work requires reaching and fingering, grasping, and repetitive motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word, and conveying detailed or important instructions to others accurately, loudly, or quickly; hearing is required to perceive information at normal spoken word levels, and to receive detailed information through oral communications and/or make fine distinctions in sound; visual acuity is required for preparing and analyzing written or computer data, operation of office machines, determining accuracy, neatness, and thoroughness of work, and observing general surroundings and activities; the worker is not subject to adverse environmental conditions.
9.  Machines, Tools, Instruments, Equipment, and Materials Used: Computer, printer, scanner, fax machine, telephone.
10.  Visual Attention, Mental Concentration, and Manipulative Skills:This position involves extensive use of a computer, close attention to policy and procedures.
11.  Safety for Others: The Deputy Director must be sure that staff is appropriately trained regarding a variety of safety issues such as fire precautions, building security, contagious diseases, vehicle care and road safety, and managing irate clients and/or employees.

12.  Dynamics of Work: Work in DSS is constantly changing. Changes in procedures, practices, methodologies and technology are frequent.
III. A.  KNOWLEDGES, SKILLS, & ABILITIES: 

Executive leadership experience; Understanding of business and management principles. Superior written and verbal communication skills. Excellent analytical and creative problem-solving skills. Skilled in preparing clear and accurate reports. Skilled in establishing cooperative and productive working interpersonal relationships. A demonstrated commitment to diversity, equity, and inclusion; and the reduction of implicit bias as well as a commitment to outcomes. With regards to Coaching and Development, the ability to provide guidance and feedback to help others strengthen specific knowledge/skill areas. Collaboration is a vital piece of this position, the ability to work closely with other Directors, Departments, community organizations, and elected officials to provide enhanced services to meet the mission of DSS is a must. Thorough knowledge of social work principles, techniques, and practices and applications to casework and community problems.  Considerable knowledge of social and economic factors in the community, and local agencies and resources.

B.  

1.
Required Minimum Training:
       Master's degree in public administration, business administration, social work, or human services field and two years of management experience in a human services agency or business, with a preference for one year of management experience in a human services agency; or, graduation from an accredited four-year college or university with a human services, business or related degree and four years of management experience in a human services agency or business, with a preference for two years of management experience in a human services agency. 
2. Additional Training/Experience: 
PREFERENCE: Strong preference for candidates with an MSW or Master’s Degree in a closely related and professionally recognized human services field of study. Strong preference for experience supervising supervisor positions in a medium to large social work division/section.  Preference for candidates with human resources experience as a manager/supervisor.  In addition, masters level candidates with a minimum of five years of administrative/supervisory experience in a county department of social services, and extensive experience supervising casework/social workers in a county department of social services. Candidates with a thorough understanding of the desired role, skills, and responsibilities of the social work profession.
3.  Equivalent Training and Experience: none
IV.  License or Certification Required by Statute or Regulation: None. This position is a part of a Health and Human Services Department. By General Statue 166A-19.3, Departments of Health and Human Services are agencies that are a part of the State Emergency Response Team for occurrences or imminent threat of widespread or severe damage, injury, or loss of life or property resulting from any natural or man-made accidental, military, paramilitary, terrorism, weather-related, public health, explosion-related, riot-related cause, or technological failure or accident, including, but not limited to, a cyber-incident, an explosion, a transportation accident, a radiological accident, or a chemical or other hazardous material incident. In the event that the State Emergency Response Team is activated, this position will be required to participate if deemed necessary.

IV.  Signatures indicate agreement with all information provided, including designation of essential functions.

Supervisor's Certification: I certify that ( a ) I am  the immediate Supervisor of this position, that ( b ) I have provided a complete and accurate description of responsibilities and duties and ( c ) I have verified (and reconciled as needed) its accuracy and completeness with the employee.

Signature:____________________________Title:____________________________Date:________

Employee's Certification: I certify that I have reviewed this position description, completed by the above named immediate supervisor, is complete and accurate.

Signature:____________________________Title:____________________________Date:_______

Section or Division Manager's Certification: I certify that this position description, completed by the above named immediate supervisor, is complete and accurate.

Signature:____________________________Title:____________________________Date:________

HR Director’s  Certification: I certify that this is an authorized, official position description of the subject position.

Signature:____________________________Title:____________________________Date:________

