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Classification Specification
	

	
	2136200

	
	ALTERNATIVE DISPUTE RESOLUTION MEDIATOR/ASSISTANT MANAGER



Class Summary
The responsibilities of this classification include planning, developing, marketing and administering multiple dispute resolution programs offered by King County and the Inter-Local Conflict Resolution Group (ILCRG).  Incumbents in this classification perform conflict resolution case assessment, conduct mediations and facilitated conversations and provide coaching, consultation and training to staff.  

Distinguishing Characteristics

This classification is distinguished from other Alternative Dispute Resolution (ADR) classifications in that the incumbent’s main focus is performing case assessment and mediating and facilitating conversations between involved parties.  The incumbent is required to maintain neutrality among employers, employees, unions and other stakeholders by offering a confidential, safe place for resolving conflicts and may be expected to have program specific knowledge and experience. 

Examples of Duties (May vary by position)
1. Provide ADR conflict case assessment.  Gather facts, recommend appropriate conflict resolution process and service provider; develop and present a conflict assessment plan, and oversee and evaluate the performance of outside service providers.

2. Conduct mediations and facilitated conversations.  Explain the mediation process, encourage disputants to clarify issues and needs, provide training in conflict resolution concepts, manage escalated arguments and dissenting opinions.  Use techniques to shift from debate to dialogue.  Write clearly defined agreements. Provide coaching and consultation.

3. Maintain ADR Program records to enable quarterly and annual reporting. 

4. Provide customized training and presentations to volunteer mediators and participants in ILCRG shared mediator program.

5. Participate in program marketing and outreach; make presentations to individuals and groups; develop and design flyers, brochures, pamphlets and other marketing materials.

6. Assess and design new ADR tools and methods to resolve particular types of disputes.

7. Develop program policies, procedures, and recommendations.
8. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Knowledge of principles, practices, developments and trends in mediation and alternative dispute resolution processes
Knowledge of conflict resolution techniques
Knowledge of general structure, functions, policies and practices of employer and labor organizations
Knowledge of appropriate state and local mediation laws
Knowledge of negotiation principles
Knowledge of project management principles
Knowledge of strategic planning techniques and principles
Knowledge of management techniques and principles
Knowledge of general government principles and procedures
Skill in negotiation and facilitation 
Skill in written and oral communication
Skill in analysis and problem-solving 
Skill in organization
Skill in budget development and monitoring
Skill in gathering, manipulating and using data utilizing a computer and other tools
Skill in working effectively as a team member to coordinate accomplishment of specific tasks
Licensing/Certification Requirements
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None
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