
 

ATLANTIC COUNTY GOVERNMENT 

 

JOB ANNOUNCEMENT 
     

      PLEASE POST                           Posting Date: 09/22/17 

 

                    Closing Date: 09/29/17 

    TITLE: Chief of Personnel and Labor Relations 

              

    SALARY: Employee to provide salary requirements     Hours: 40   X    35       

           

    DEPARTMENT: Public Works                             Union:        Mgmt     X            

 

    LOCATION: Northfield             NJCSC Test Required: Yes   X     No ___  

 

                   Grant Funded: Yes ___ No    X    

 

DEFINITION 
 

Under direction supervises a personnel and labor relations program; does other related duties as required. 

 

 NOTE: The examples of work for this title are for illustrative purposes only.  A particular position using this  

 title may not perform all duties listed in this job specification.  Conversely, all duties performed on the job   

 may not be listed. 

 

REQUIREMENTS: 
 

EDUCATION: 
 

Graduation from an accredited college or university with a Bachelor's degree. 

 

 NOTE: Applicants who do not possess the required education may substitute additional experience as   

 indicated on a year-for-year basis with thirty (30) semester hour credits being equal to one (1) year of   

 experience. 

 

EXPERIENCE: 
 

Three (3) years of supervisory experience in personnel administration which shall have included the review of 

classification problems and wage studies, the handling of personnel problems, employer-employee relations, 

contract negotiations, and collective bargaining. 

 

LICENSE: 
 

Appointees will be required to possess a driver’s license valid in New Jersey only if the operation of a vehicle, 

rather than employee mobility, is necessary to perform essential duties of the position. 

 

EXAMPLES OF WORK: 
 

Reviews labor contracts to ensure that management adheres to contract specifications. 



Ability to apply, interpret, and read provisions of laws relating to personnel and labor-management relations 

matters and rules, regulations, policies, and procedures. 

 

Interprets provisions of the union contracts to see if the grievance is related to the provisions of the contracts. 

 

Researches and investigates validity of grievances by making phone calls, writing memos, discussing the 

matter with department heads, and talking to union representatives. 

          

Responds to all submitted grievances. 

 

Receives and resolves employee complaints. 

 

Handles delegated disciplinary problems in accord with prescribed procedures.  

 

Conducts studies of department routines and procedures to determine possible need for revision. 

 

Interprets rules and regulations affecting employees. 

 

Supervises the processing of personnel position certifications, eligible listings, and other personnel action 

forms. 

 

Disseminates policy and procedural information to appropriate staff. 

 

Ensures the correct recording of time and attendance of employees. 

 

Audits usage of sick, vacation, administrative and compensatory time to ensure that employees do not establish 

patterns of abuse. 

 

Processes leaves of absence (FMLA, FLA, Military, regular) in accordance with state and federal laws, and 

county policies. 

 

Supervises the personnel and labor relations program and the maintenance of personnel records. 

 

Provides expert advice to agency employees/officials on personnel and labor relations matters. 

 

Writes rules/regulations pertaining to personnel and labor relations activities for approval of the governing 

body. 

 

Reviews proposed job specifications for conformance with Department of Personnel requirements, policies, 

and practices. 

 

Supervises the conducting of salary and wage surveys to keep the compensation plan up to date. 

 

Writes correspondence pertaining to personnel matters. 

 

Arranges for the training of employees. 

 

Ensures that the agency adheres to Department of Personnel law, rules, regulations, policies, and procedures. 

 

Supervises the employee benefit program and represents the agency in dealing with union representatives on 

various labor relations problems. 

 



Studies comparable programs and applies selected features. 

 

Will be required to learn to utilize various types of electronic and/or manual recording and information systems 

used by the agency, office, or related units. 

 

KNOWLEDGE AND ABILITIES: 
 

Knowledge of principles of position classification and their application to specific situations. 

 

Knowledge of laws of New Jersey and regulations of the NJ Department of Personnel relating to varied types 

of personnel actions, and of Social Security regulations and procedures. 

 

Knowledge of theories, practices, procedures, and techniques of a labor relations program. 

 

Ability to analyze, comprehend, and interpret provisions of NJ laws relating to personnel and labor relations 

matters and the rules, regulations, policies, and procedures of the NJ Department of Personnel. 

 

Ability to analyze, comprehend, and interpret financial, personnel, and technical problems involved in 

developing/executing a suitable work program and working procedures. 

 

Ability to work harmoniously with associates and with other groups/individuals engaged in or concerned with 

the work relating to public employment. 

 

Ability to take and maintain a firm/correct stand when controversies arise. 

 

Ability to prepare clear, sound, and accurate informative reports containing findings, conclusions, and 

recommendations. 

 

Ability to maintain agency records and files. 

 

Ability to utilize various types of electronic and/or manual recording and information systems used by the 

agency, office, or related units. 

 

Ability to read, write, speak, understand, and communicate in English sufficiently to perform duties of this 

position.  American Sign Language or Braille may also be considered as acceptable forms of communication. 

 

Persons with mental or physical disabilities are eligible as long as they can perform essential functions of the 

job after reasonable accommodation is made to their known limitations.  If the accommodation cannot be made 

because it would cause the employer undue hardship, such persons may not be eligible. 

 

 

 

 

 

 

 

Interested, qualified applicants should apply online at www.aclink.org 

Alternatively, applications may be mailed to the 

Atlantic County Division of Human Resources 

1333 Atlantic Avenue, Atlantic City, NJ  08401 

- We are an Equal Opportunity Employer - 

 

http://www.aclink.org/

