SUCCESsSsION PLANNING PROGRAM

POSITION EVALUATION FORM

INSTRUCTIONS TO DEPARTMENT DIRECTORS: Please complete a Position Evaluation Form for each position in your
depeartment for which a succession plan is to pe developed, With input from the incumpent and other key staff. indicate the
competencias that a successor muyst possess in order to function effactively in the position. Please foel free to attach
additional sheets if needed.

FIAME

BT,

Title of Position Reports to (Title)
Bureau Commander (Personnel Management) Division Chief o
Name of Incumbent Grade Exec, Benefits

06 "f‘f‘\r
Depariment Division
Corrections And Rehabilitation Administrative 3ervices
Comments

Highly responsible professional managerial work performed within the Personnel
Management Bureau, planning and manading departmental personnel activities,

Will the position continue to exist after the departure of the incumbent?................. Yes [X] No []
If yes, when do you anticipate the position will become vacant? ... Date: (mm/year): 2-5 yr
Bachelor's dégree. Am

Ifalions required for this posifion,

i . _ ‘ progressively responsible administrative experience to include
supervisory experience are required. Applicants may be subject to an extensive screening process to include backgroun
investigation, fingerprint check and polygraph examination.

mum of three to six yeafé of

needed for his positien (s.g;,

ki County geogrephy, general
g0 ne e
Knowledge of supervisory and manage Knowledge of theories, principles, and
principles and practices. practices, of personnel management.
Knowledge of County Personnel Ruleg Ability to interpret and explain
and Administrative Orders, collective complex personnel policies and
bargalning agreements, as well as other procedures, and provisions of
local, state, and federal laws and collective bargaining agreements.,

regulations concerning personnel
administration and practices.

Ability to analyze and develop policies Ability to communicate verbally and in
and procedures, and issues and make writing to groups and individuals.
effective recommendations for

improvement and decisions.

Ability to establish and maintain
effective working relationships with
superiors and a variety of other public
and agency officials,

GENERAL, COMPETENCIES: Plogse Indicate key Knowledge, stdls, expériences ate abililes nieeded. for the. position
- Minlmum -job- i alifications:  Add additionel competancies as:necessary. If a compatency appiles;
sitigi the following seale:

abova end beyond. the
plagse rate the necessity by u

1 = Somewhat Necessary 2= Necessary 3= Very Necessary 4= Absolutely Essential
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Adaptability 3 Developing Others Political Sawvy 2

Business Acumen & . Problem Solving & Technical ]

Entrepreneurship 3 Diversity Awareness & Management Credibility 4

. . . . Service Motivation & External

Communication 3 Ethics, Integrity, & Honesty Awareness 4

Continual Learning 3 Influencing & Negotiating Strategic Thinking 4
. Performance Management & Teamwork & Group

Customer Service 4 Results-Orientation Leadership 1

Declsiveness 4

Completed by: Date

Alphermelia Martin 1/5/2009

Pleasé forward your complated form to the Com

via fax to (305) 375-5788, via emall lo spco

asslstance in completing this form, please cail tha Compen

Rev. 11/10/08

S8 fa

pensation Section, Human Resources Dey
oV, or via Intaroffice mail to 111 N
satlon Sectlon at (305) 375-3774. Thank you.

partment, for

review and approval. Forms can be sent
W 1st Street, 20th Floor, Suite 2020, For



