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Classification Specification
	

	
	2136000

	
	ALTERNATIVE DISPUTE RESOLUTION MEDIATOR



Class Summary

The responsibilities of this classification include providing mediation, facilitation and other dispute resolution services for individuals and groups in King County and participants in the InterLocal Conflict Resolution Group (ILCRG).

Distinguishing Characteristics

This is the first level in a three-level Alternative Dispute Resolution (ADR) classification series.  ADR Mediators assess cases and manage a caseload; perform conflict resolution, mediations and facilitated conversations for clients and provide coaching, consultation and training.  Mediators maintain neutrality among employers, employees, unions and other stakeholders by offering a confidential, safe place for resolving conflicts.  
This classification is distinguished from the Alternative Dispute Resolution Mediator/Assistant Manager in that the Mediator/Assistant Manager has primary responsibility for major programmatic areas, supervises volunteer mediators and manages the most politically sensitive cases. 
Examples of Duties (May vary by position)

1. Provide conflict case assessment including gathering facts and designing and recommending appropriate conflict resolution processes; perform client intake and conciliation.  Manage a caseload.
2. Provide facilitation, mediation and other conflict resolution services; provide information, problem solving, conflict coaching, conciliation and/or referral to appropriate agency.

3. Manage special projects; may lead small projects or components of larger, more complex projects. 

4. Participate in program marketing and outreach; make presentations to individuals and groups; develop and design flyers, brochures, pamphlets and other marketing materials.
5. Prepare written analytical, statistical and program reports.
6. Assist in coordinating the work of volunteer mediators.
7. Recommend and assist in the implementation of program goals and objectives; implement policies and procedures.

8. Design custom curriculum and training on conflict management and conflict resolution; provide training to staff, stakeholders and other mediators.
9. Perform other duties as assigned.

Knowledge/Skills 
Knowledge of principles, practices, techniques, developments and trends in mediation, negotiation and alternative dispute resolution
Knowledge of applicable state and local mediation laws, regulations and guidelines
Knowledge and understanding of general structure, functions, policies, and practices of employer and labor organizations

Knowledge of project management techniques and principles
Skill in conducting negotiations, mediations and facilitations
Skill in problem-solving, conflict resolution and decision making 

Skill in communicating effectively, verbally and in writing, including making effective presentations to a variety of audiences with diverse opinions and interests
Skill in building consensus among individuals with conflicting view points and convincing others to take action 
Skill in working effectively as a team member 
Skill in maintaining confidentiality in sensitive situations
Skill in assessment, design and implementation of customized dispute resolution process and training curriculum
Skill in gathering, manipulating, analyzing and synthesizing data utilizing a computer and other tools

Skill in handling multiple competing priorities 

Skill in using current office word processing, spreadsheet, database, and email software programs and web/desktop publishing applications and tools

Skill in planning, organizing and project management 

Education and Experience Requirements

A Bachelor’s degree in social sciences or related field with an emphasis on human resource management, labor relations law, business or public administration and
A minimum of 100 hours advanced ADR training and 

Three years full-time experience providing conflict resolution and mediation services and training. 

OR
Any combination of experience/education/training that provides the required knowledge, skills and abilities to perform the work

Licensing, Certification and Other Requirements

Possession of a basic mediation training certificate or equivalent proof of training

Washington Mediation Association certificate (must be obtained within 6 months of hire)
Washington State driver license or the ability to travel around the County in a timely manner

Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required. 
	FLSA Designation
	Exempt (Professional)

	Service Status
	Career Service 

	EEO Code

Census Code
	2
062

	Levels within same series
	ADR Mediator, Mediator/Assistant Manager and Manager
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