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Classification Specification
	

	
	2318100

	
	CIVIL SERVICE EXAMINER



Class Summary
The responsibilities of this senior level classification include coordinating and administering the Civil Service merit system by providing technical and analytical advice, counsel and support in civil-service employment and examination functions.  Incumbents are responsible for all employment activity—entry level and promotional and commissioned and non-commissioned within the Sheriff’s office.

Distinguishing Characteristics
This is a single-level professional classification. Work is performed independently with minimal oversight, ranges from routine to very complex and includes making recommendations and determinations on complex and/or sensitive HR issues. The work requires independent judgment in the application and interpretation of civil service rules and human resources principles.  Incumbents have the functional responsibility to operate a smooth, efficient and professionally credible operation.

The Civil Service Examiner is distinguished from the Human Resources Analyst - Senior classification in that the Civil Service Examiner’s primary responsibility is to coordinate and administer the Civil Service system for the HR Division Director. 

Examples of Duties (May vary by position)  
1. Develop primary goals, operating plans, policies and short- and long-range objectives for assigned projects.
2. Function as a top-level contact to assist project managers in determining project requirements and solutions.
3. Work closely with department director and senior management team to determine customized services for the agency and establish cost-effective processes, policies and procedures for assigned projects.
4. Review and evaluate organization effectiveness, goal determination and strategic planning, and make recommendations for improvement.
5. Supervise professional-level staff including hiring, performance management and initiating corrective and/or disciplinary actions.

6. Recommend, advocate or implement new or changed policies and procedures, laws, or regulations.

7. Provide effective resource management, budget development, budget control and financial management of assigned projects.

8. Direct the research and analysis for the development of reports and presentations for distribution to the senior management team.

9. Serve on various boards, councils, committees or task forces to coordinate agency activities.
10. Perform other duties as assigned.

Knowledge/Skills (May vary by position)  
Advanced knowledge of a technical or a highly specialized area, which may include research and analysis methods

Advanced knowledge and skill in directing, managing and overseeing major complex projects for a large organization

Knowledge of related systems required to move the project to completion

Knowledge of and skill in quality assessment and improvement
Knowledge of and skill in reading, interpreting and applying laws, rules, regulations, policies or procedures

Advanced interpersonal skills and independent judgment

Advanced skill in effectively communicating orally and in writing, including making formal presentations to groups and committees, influencing decision makers in a political environment, and working with the media

Skill in problem solving, conflict resolution and decision making

Skill in working with a variety of individuals from diverse backgrounds

Skill in supervising and leading multi-discipline work teams 

Skill in organizing, planning and prioritizing multiple simultaneous projects within tight time constraints

Skill in resolving complex and divisive issues

Skill in effectively interpreting technical situations or information to lay persons

Licensing, Certification and Other Requirements
Washington State Driver’s License or the ability to provide transportation to work locations may be required.

Ability to work non-standard hours is required.
Thorough background investigation may be required.
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 (Administrative)

	Levels within same series
	None
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