
DEPARTMENT OF JUVENILE JUSTICE
JOB VACANCY NOTICE

JVN# 130-09-0008

Civil Service Title: Administrative Manager, M-1

Title Code: 10025

Office Title: Deputy Director of Disciplinary Affairs
Salary
Non-City  Hiring Rate:
City Incumbent Rate:

$45,758
$49,346-$125,923
Agency’s Budgetary Max - $60,000

Unit/Location: Headquarters  
110 William Street, 14th Floor        
New York, NY 10038              

No. of Position(s): 1
Job Description:  Serves as the Deputy Director of Disciplinary Affairs.  Duties include reviewing discipline 
referrals to determine proper course of action; assigning cases for discipline investigations; preparing discipline 
charges; and function as Discipline Advocate at Step I, II, III and IV hearings.  Prepare and prosecute cases to be 
heard at the City’s Office of Labor Relations and at OATH.  Represent the Agency at Civil Service Commission 
on appeal cases.  Respond to inquiries from management staff and provide counsel on discipline matters.  S/he 
will assist with and conduct discipline case settlements where appropriate; conduct legal research; and perform 
other assignments as required.  This position ensures the efficiency and productivity of the Discipline Unit.   

Qualification Requirement(s): 
1.  A baccalaureate  degree  from an  accredited  college  and  four  years  of  satisfactory,  full-time  progressively 
responsible  clerical/administrative  experience  requiring  independent  decision-making  concerning  program 
management or planning, allocation of resources and the scheduling and assignment of work, 18 months of which 
must have been in an administrative, managerial, executive or supervisory capacity.  The supervisory work must 
have been in the supervision of staff performing clerical/administrative work of more than moderate difficulty; or

2. An associate degree or 60 semester credits from an accredited college and five years of satisfactory, full-time 
progressively responsible  experience  as  described  in  “1” above,  18 months  of  which  must  have  been in  an 
administrative,  managerial,  executive,  supervisory  capacity.   The  supervisory  work  must  have  been  in  the 
supervision of staff performing clerical/administrative work of more than moderate difficulty; or
 
3.  A  four  year  high  school  diploma  or  its  educational  equivalent  and  six  years  of  satisfactory,  full-time 
progressively responsible  experience  as  described  in  “1” above,  18 months  of  which  must  have  been in  an 
administrative,  managerial,  executive  or  supervisory capacity.   The supervisory work must  have been in  the 
supervision of staff performing clerical/administrative work of more than moderate difficulty; or 

4.  Education and/or experience equivalent to “1”, “2”, or “3” above.  However, all candidates must possess the 18 
months of administrative, managerial, executive, or supervisory experience as described in “1”, “2”, “3” above. 
Education above the high school level may be substituted for the general clerical/administrative experience (but 
not for the administrative, managerial, executive or supervisory experience described in “1”, “‘2”, “3” above) at a 
rate of 30 semester credits from an accredited college for 6 months of experience up to a maximum of 3 ½ years.

Preferred Qualifications:
► Admission to New York State Bar, in good standing.

Anyone interested in applying for this position must  submit a cover letter and two copies of resume 
including Job Vacancy Number to: 

NYC Department of Juvenile Justice
Human Resources – Recruitment Division

110 William Street – 14th Floor
New York, NY 10038

The New York City Department of Juvenile Justice is an equal opportunity employer.
                                                      
                                                 NYC Residency is required within 90 days of appointment.

Posting Date: 8/27/08 Posting Expires: Until Filled   JVN #130-09-0008C


