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with Civil Service; submits requests to detail probational employees and employees who do not meet the SC
minimum qualifications to Civil Service for SCS Director approval. Coordinates minimum qualification
revisions with _.vil Service to include the initiation of requested revisions as well as resp. e to revisions
generated by other Departments. Recommends policy revisions when needed as they relate to assigned areas
responsibility. Assists in the coordination and execution of layoffs.

10% Selection Programmatic Responsibilities

Manages department-wide adherence to selection program guidelines and agency policy regarding the
recruitment and selection of qualified candidates. Directs the audit and review of selections to ensure policy
compliance and adherence to best practices. Directs the Selection Specialist's audit, review and respons {1
selection grievances filed, ensuring that all pertinent materials have been thoroughly reviewed prior to 1
Specialist's response to the hiring manager and Appointing Authority. Ensures adequate assistance is provids
to interviewing supervisors, managers, and Appointing Authorities. Directs the Department's 'Selecting the I
training program to ensure that Department policy is followed throughout the selection process in order to
validate the selection of the best-qualified applicant. Regularly reviews effectiveness and efficiency of the
program and makes recommendations to improve policies and procedures, training materials, job aids, form:
etc.

10% Recruitment Programmatic Responsibilities

Plans and directs the recruitment activities to diversify the tools and methods used as well as evaluates their
effectiveness. Coordinates with the Recruitment Specialist the Department's participation in career fairs and
other events in search of qualified applicants to ensure an adequate applicant pool for filling vacancies. Man
the Spring and Fall university campus recruiting program to ensure the Department's participation in job fair
for those universities and technical colleges that have Engineering and/or functional programs. Review he
budget requests for the Spring and Fall university campus recruiting program and makes recommendations ¢
necessary.

10% Student Employment and Immigration Compliance Programmatic Responsibilities

Manages the Department's Summer Student Engineering Program as well as other student employment
programs in which the Department participates (i.e., Co-Op, non-engineering summer work program, and
School to Work/Job Shadowing). Ensures related Civil Service guidelines and changes related to student
employment practices/procedures are adhered to. Reviews the budget requests for the student program and
makes recommendations as necessary. Manages the Department's Immigration Compliance program to enst
that the Department complies with the 1-9 requirements of newly hired employees as required by the
Immigration Act of 1990, guidelines of the Department of Labor, and the Immigration and Naturalization
Service.

5% Miscellaneous Duties

Develops, formats, and produces a wide variety of complex statistical reports as requested by the HR Direct
Budget Director, Undersecretary, Assistant Secretaries, etc. Provides training and guidance to subordinates

District HR Unit Staff on updates, rule changes, etc. from Civil Service, OSUP, and other entities. Interpret:
policies/ laws when complex issues arise, and properly documents such. Assists on special projects as assig
Attends meetings, conferences, and workshops as required. May be required to perform additional duties as
necessary including, but not limited to, emergency/disaster support activities.
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