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"We must maintain a strong vision of today and be mindful of the
future in order to realize sustainable growth and measurable
success."
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Mission Statement of the
Workforce Development Board, Inc. of Oswego County

The mission of the Workforce Development Board of
Oswego County is to attract, develop and maintain a
qualified workforce in Oswego County, to assist in
economic development by convening community
leaders to engage in strategic planning and facilitating
dialogue to educate and train the workforce needed for
today’s and tomorrow’s businesses.

The Workforce Development Board, Inc. of Oswego County
Cliff Notes
•

The Workforce Development Board, Inc. of Oswego County is a not-for-profit,
501(c)3

•

The Workforce Development Board, Inc. of Oswego County develops local
workforce policies and provides direction for local workforce initiatives and
concerns, builds coalitions with other workforce entities, and promotes
collaboration between economic development, education, and training
resources;

•

The Workforce Development Board, Inc. of Oswego County operates two OneStop Career Centers- Fulton and Mexico;

•

The One-Stop Career Center, through funding from the Workforce Development
Board, Inc. of Oswego County and partner agencies, provide services to
jobseekers and businesses that include job seeking skills, resume writing, career
assessment, computer training, short term classroom training, On-the-Job
training, and customized training for employed workers;

•

The Oswego County One-Stop Career Centers are staffed by the Workforce
Innovation and Opportunity Act Subcontractors, NYS Department of Labor,
ACCES-VR (Vocational Rehabilitation), Experience Works, TANF, and other
partners;

•

Local Workforce Development Boards are charged under the Workforce
Innovation and Opportunity Act with convening partnerships of workforce and
economic development services throughout their area;

•

The Workforce Development Board, Inc. of Oswego County is funded primarily
by federal funding which comes from the NYS Department of Labor;

•

The Workforce Development Board, Inc. of Oswego County is the sub-grant
recipient and fiscal agent for the Oswego County Local Workforce Development
Area;

•

The Workforce Development Board, Inc. of Oswego County has a board of
approximately 23 members, which must be 51% business and 49%
workforce/labor/other.

Workforce Development Board Organizational Chart
Workforce Development Board, Inc.
of Oswego County

Board of Officers
Marq Brown, Chair
Mike Treadwell, Vice Chair
Eric Behling, Treasurer

Staff
Chena Tucker, Executive Director
Open, Assistant Director
Bailey Teachman, Program Monitor
Chelsea Ginett, Secretary

Executive Committee
Marq Brown, Chair

Skills & Training
Greg Hilton, Chair

Youth Council
Brian Chetney, Chair

Partner's Roundtable
Keiko Kimura,Chair

Business Development
Mike Treadwell, Chair

Full Board

• Full Board Member Job Description
• Full Board Members
• NYSDOL LWDB

Board Member Job Description
Overview:
The purpose of the Workforce Development Board, Inc. Of Oswego County is “to
coordinate, facilitate and promote customer satisfaction and quality in the workforce
development system in Oswego County”.
More than 50 percent of each Workforce Development Board’s members must
come from the business community. In addition, the Workforce Development Boards
are required to have representation from local community colleges and other training
providers, as well as elected officials and workforce program leaders. This ensures that
current skill needs of local businesses are communicated to relevant training programs.
Accepting an appointment for the Workforce Development Board, Inc. of Oswego
County carries with it a commitment to fulfill defined responsibilities. The ability of the
Workforce Development Board, Inc. of Oswego County is dependent upon the active
participation of each board member to the fullest extent possible.
It is recommended that board members possess the following qualities:
•
•
•
•
•
•
•
•
•
•

Chief executive officers or top executives in the business organization
Strategic thinkers
Community and system focused-not target focused
Motivators
Strong leaders/Visionaries
Listening and analytical abilities
Interpersonal Skills
Willingness to engage honestly and sensitively
Personal Integrity
Sense of Humor

Core Values:
•
•
•
•
•
•
•
•

Practice integrity, honesty, and respect in all relationships
Accept diversity and challenges as an opportunity for growth
Elevate quality of life and economic wellbeing of the region
Demonstrate creativity and optimism in leadership
Know and exceed customer expectations
Ensure value of products and service over the long term and efficient delivery of
services to all customers
Analyze our failures and celebrate our successes
Seek partnerships and collaboration throughout the organization and the
community

It is recommended that board members accept the following:
Participation Expectations:
•
•
•
•
•
•
•

•
•
•

Attend ALL Oswego County Workforce Development Board meetings, committee
meetings, and functions, such as special events
Be informed about the organization’s mission, services, policies, and programs
Review agenda and supporting materials prior to board and committee meetings
Serve on at least one committee or task force and offer to take on special
assignments
Make personal commitment of your talent to the success of the organization
Inform others about the organization
Suggest possible nominees to the Oswego County Workforce Development
Board who can make significant contributions to the work of the WDB and the
organization
Keep up to date on developments in the organization’s field
Follow conflict of interest and confidentiality policies
Assist the Oswego County Workforce Development Board in carrying out its
fiduciary responsibilities, such as reviewing the organization’s annual financial
statements

Workforce Development Board
Tania Anderson
Chief Executive Officer
ARISE
635 James Street
Syracuse, NY 13203
tania.anderson@ariseinc.org
Partners Roundtable

Aaron DeBolt
Director of Education
Plumbers & Steamfitters Local 81
1502 Old 76 Rd
Caroline, NY 13736
adebolt@ualocal81.org
Skills & Training

Eric Behling
General Manager
Behling’s Orchards
11 Fravor Road
Mexico, NY 13114
ebehling61@hotmail.com
Executive Committee,
Business Development

Wagner Dotto
Editor and Publisher
Oswego County Business Magazine
PO Box 276
Oswego, NY 13126
wdotto@twcny.rr.com
Business Development

Marq Brown
VP of Human Resources
Oswego Health
110 West 6th Street
Oswego, NY 13126
MDBrown@oswegohealth.org
Business Development,
Executive Committee
Brian Chetney
Executive Director
Oswego City-County Youth Bureau
70 Bunner St.
Oswego, NY 13126
brian.chetney@oswegocounty.com
Executive Committee,
Youth Council
Diane Cooper-Currier
Executive Director
Oswego County Opportunities
239 Oneida St.
Fulton, NY 13069
dcurrier@oco.org
Partners Roundtable

Stephanie Earle
Director of Human Resources
Connext Care
333 E. Washington Street, Room 121
Syracuse, NY 13202
searle@connextcare.org
Partners Roundtable
Dave Goodness
Regional Director
Workforce Development Institute
731 James Street
Syracuse, NY 13203
dgoodness@wdiny.org
Business Development
Louise Hand
Site Human Resources Manager
Exelon Corp.
268 Lake Road
Oswego, NY 13126
louise.hand@exeloncorp.com
Skills & Training

Workforce Development Board
Patrick Harrington
President/Assistant Business Manager
IBEW Local 43
4568 Waterhouse Road
Clay, NY 13041
pharrington@ibew43.org
Skills & Training

Bruce Phelps
President
Fulton Tool Company, Inc.
802 West Broadway
Fulton, NY 13069
bbp320@aol.com
Business Development

Greg Hilton
Continuous Improvement Leader
Huhtamaki
100 State St.
Fulton, NY 13069
greg.hilton@us.huhtamaki.com
Skills & Training

Andrew Quinn
Director of Human Resources
Novelis
POBox28, 448 Co. Rte. 1A,
Oswego, NY 13126
andrew.quinn@novelis.adityabirla.com
Skills & Training

Brian Hotaling
Supervising Labor Services
Representative
NYSDOL
200 North Second St
Fulton, NY 13069
Brian.Hotaling@labor.ny.gov
Partners Roundtable

Patrick Sheppard
District Office Manager
NYSED ACCES-VR
333 East Washington Street
Syracuse, NY 13202
psheppar@mail.nysed.gov
Partners Roundtable

Keiko Kimura
Associate Vice President of Academic
Affairs/Dean of Fulton Campus
11 River Glen Drive
Fulton, NY 13069
kkimura@cayuga-cc.edu
Partners Roundtable, Executive
Committee
Joseph Murabito
Owner/Operator Morningstar
8179 Crane Watch Circle
Baldwinsville, NY 13027
murabito@morningstarcares.com
Skills & Training

Piper Titus Kline
CFO
Page Trucking
2758 Trombley Rd,
Weedsport, NY 13166
ptitus@pagetrucking.com
Business Development
Christopher Todd
District Superintendent
CiTi
179 County Rte. 64
Mexico, NY 13114
ctodd@oswegoboces.org
Partners Roundtable

Workforce Development Board
L. Michael Treadwell
Executive Director
Operation Oswego County
44 W. Bridge St.
Oswego, NY 13126
mtreadwell@oswegocounty.org
Executive Committee,
Business Development
Heather Vashaw
VP, Human Resources
Pathfinder Bank
214 W First Street
Oswego, NY 13126
hlbush@pathfinderbank.com
Business Development
Garrette Weiss
Business Education Liaison
CiTi
179 County Rte. 64
Mexico, NY 13114
gweiss@oswegoboces.org
Business Development
Skills & Training
Partners Roundtable
Youth Council

Local Workforce Development Board (LWDB) Membership Roster
Board Membership Table
Board Member

Organization

Representation

Anderson, Tania

ARISE

Business

Behling, Eric

Behling Orchards

Brown, Marq

Oswego Health

Chetney, Brian

Oswego City-County Youth Bureau Youth Organizations

Additional
Representation
Community-based
Organizations

Required Board Primary
Representation
Business (51%)

12

52%

Business

Workforce (20%)

6

26%

Business

Labor Organization

#REF!

Apprenticeship Programs

#REF!

Community-based Organizations

#REF!

Cooper-Currier, Diane

Oswego County Opportunities

Youth Organizations

Community-based
Organizations

DeBolt, Aaron

Plumbers & Steamfitters Local 81

Labor Organization

Apprenticeship Programs Youth Organizations

Dotto, Wagner

Oswego County Buisness Magazine Business

Title III Wagner-Peyser Program

Earle, Stephanie

Connext Care

Other

Goodness, Dave

Community-based
Workforce Development Institute Organizations

Hand, Louise
Harrington, Patrick

Business

Exelon

Labor Organization

Hilton, Greg

Huhtamaki

Hotaling, Brian

NYSDOL

Business
Title III Wagner-Peyser
Program

Kimura, Keiko

Cayuga Community College

Higher Education

Murabito, Joe

Morningstar

Business

Phelps, Bruce

Fulton Tool Company

Business

Quinn, Andrew

Novelis

Sheppard, Patrick

NYSED ACCES-VR

Business
Title IV Vocational
Rehabilitation

Titus, Piper

Page Trucking

Todd, Christopher

CiTi BOCES

Treadwell, L. Michael

Operation Oswego County

Weiss, Garrette

CiTi BOCES

Business
Local Education
Agencies & CBOs
Community
Development
Title II Adult Education
and Literacy

Vashaw, Heather

Pathfinder Bank

Business

Total Board Members:

Title II Adult Education and Literacy
Higher Education

Business

IBEW 43

23

Member Member
Count Percentage

Apprenticeship Programs

Economic and Community Development
Title IV Vocational Rehabilitation
Local Education Agencies & CBOs
Other Programs/Organizations
Discrentionary Appointments

Community-based
Organizations

#REF!
#REF!
5
#REF!
#REF!
#REF!
#REF!
#REF!
#REF!
#REF!

22%

Committees

• Committee Mission Statements
• Committee Member Roster

WDB Committee Mission Statements

EXECUTIVE COMMITTEE
The Executive Committee shall review, approve and take action as appropriate
with regard to the WIOA program; review, approve and take action as
appropriate with regards to its finances, recommend designation of One Stop
System Operator, foster communication and coordination between
committees, revise the by-laws, as required, evaluate committee and CEO
performance, oversee public relations for the Board, and other responsibilities
as designated by the Board.
BUSINESS DEVELOPMENT COMMITTEE
The Business Development Committee shall identify and monitor the business
services provided through the system, oversee public relations about business
services, convene focus groups and community roundtables for identifying
future workforce needs as related to economic development, identify available
funding and assist in grant writing for employer training needs, and produce the
State of the Workforce Annual Report.
PARTNERS ROUNDTABLE COMMITTEE
The Partners’ Roundtable shall focus on services to customers that would
reduce duplication and save money that could be reinvested into the system;
identify and implement “best practices” customer service strategies to a
universal population; oversee public relations for the partners; and annually
negotiate and prepare the MOU and cost allocation plan among the partners.
YOUTH COUNCIL COMMITTEE
The Youth Council shall assist in developing the local workforce plan pertaining
to youth and youth services, approving eligible providers of youth services,
coordinate youth workforce development activities, and oversee public relations
about youth programs.
SKILLS & TRAINING COMMITTEE
The Skills and Training Committee shall review and approve training
programs, oversee training providers inventory, evaluate training providers
and programs, identify strategies for addressing skill gaps, issue consumer
report cards for programs, monitor training program performance data, and
oversee the implementation of the Strategic Plan

Workforce Development Board Committee Structure 2021-2022
Executive Committee
Chair
Vice Chair
Treasurer
Business Development
Partners Roundtable
Skills and Training Committee
Youth Council

Business Development
Committee
Michael Treadwell, Chair
Amie Abold
Eric Behling
Marq Brown
Wagner Dotto
Dave Goodness
John Halleron
Jamie Jenks
Igor Kasovski
Rachel Pierce
Bruce Phelps
Carol Taormina
Piper Titus
Katie Toomey
Heather VaShaw
Zoë Vandermeulen (OSO)
Garrette Weiss

Partners Roundtable
Keiko Kimura, Chair
Tania Anderson
Eric Bresee
Diane Cooper-Currier
Stephanie Earle
Brian Hotaling
Amy Murphy
Mary-Margaret Pekow
Rachel Pierce
Patrick Sheppard
Christopher Todd
Zoë Vandermeulen (OSO)
Garrette Weiss

Marq Brown
Michael Treadwell
Eric Behling
Michael Treadwell
Keiko Kimura
Greg Hilton
Brian Chetney

Skills & Training
Committee
Greg Hilton Chair
Amie Abold
Emily Cameron
Aaron DeBolt
Tina Eusepi
Louise Hand
Patrick Harrington
Joe Murabito
Jessica Piper
Andrew Quinn
Rachel Pierce
Kim Sizemore
Carol Taormina
Alissa Viscome
Zoë Vandermeulen (OSO)
Garrette Weiss

*Bold Denotes Full Board Members

Youth Council
Brian Chetney, Chair
Amie Abold
Elizabeth Barone-Kapuscinski
Leanna Cleveland
Todd Doherty
Angela Furlito
Kathy Joyce
Ellen Lazarek
Karen Merrill
Rachel Pierce
Carol Taormina
Barry Tatters
Zoë Vandermeulen (OSO)
Garrette Weiss
Sarah Yaw

Staff

• WDB Staff Contacts
• WDB Staff Roles & Responsibilities
• Time & Attendance Worksheet

WDB Staff Contact List
Office of Business and Community Relations &
Business Resource Center

Chena Tucker
Executive Director, WDB
Director, OBCR
121 East First Street
Oswego, NY 13126
Phone: 315-312-3599
Email: Chena.Tucker@oswego.edu

Open Position
Assistant Director, WDB
Associate Director, OBCR
34 East Bridge Street
Oswego, NY 13126
Phone: 315-312-3084
Email:

Bailey Teeachman
Program Monitor, WDB
Program Manager, BRC
121 East First Street
Oswego, NY 13126
Phone: 315-312-5690
Email: Bailey.Teachman@oswego.edu

Chelsea Ginett
Secretary, WDB
Office Assistant, BRC
121 East First Street
Oswego, NY 13126
Phone: 315-312-3493
Email: Chelsea.Ginett@oswego.edu

Website: www.oswego.edu/obcr/workforce-development-board
*Annual Reports *Board By-Laws *Board Members *Board Member Digital Binder *Meeting Minutes
*Meeting Schedules *Oswego County Local Plan *CNY Regional Plan *In-Demand Occupation List
*NYS Eligible Training Provider List

WDB Staff Roles and Responsibilities
WDB staff play a key role in strategic planning, service delivery, monitoring, oversight, and
governance of the local workforce system. Staff are responsible for assisting the WDB
in carrying out WIOA required functions and ensuring successful outcomes.

Roles and Responsibilities of the Executive Director (40%)
●
●

●
●
●

●
●

●
●
●
●

Coordinate overall workforce development planning and implementation that fulfills federal
WIOA legislation, state requirements, and grant funding commitments
Collaborate closely with community stakeholders to ensure workforce development efforts are
successful in addressing the economic priorities of the county and are consistent with the goals
of the Oswego County WDB, its sub-committees, bylaws and policies
Identify funding and grant opportunities that support local/regional workforce development
initiatives
Administer the chartering, contract management, and continuous quality improvement of the
Oswego County Workforce NY career center office (American Job Center)
Oversee development of annual budget and audit, efficient operation of financial and record
management reporting systems ensuring performance, fiscal outcomes, and programmatic
integrity
Provide direction to the local workforce executive team and WDB staff to ensure effective
implementation of the county’s workforce development programs
Oversee development and implementation of a public relations/marketing plan that promotes
the identity and mission of the WDB and the Oswego County Workforce NY career center office
(American Job Center)
Serve as primary liaison between the WDB and Oswego County (Local Chief Elected Official
and county administrator)
Serve as primary liaison between the WDB and the New York State Department of Labor
Serve as primary staff to All Committees
Represent the WDB at speaking engagements regarding workforce development

Roles and Responsibilities of the Assistant Director (20%)
●
●
●

●
●

Assist the Director coordinate overall workforce development planning and implementation that
fulfills federal WIOA legislation, state requirements, and grant funding commitments
Assist the Director in identifying and applying to funding and grant opportunities that support
local/regional workforce development initiatives
Under the Director’s supervision, ensures federal and state compliance & prepares policy
documents and correspondence for effective system performance consistent with WIOA, state
requirements, WDB Strategic Planning, and county programs, i.e.: FOTA reviews, MOU
documents, local WDB policies and contracts, etc.
Oversee new Board Member recruitment and orientation
Responsible for the local maintenance of the Eligible Training Provider List (ETPL)

●
●
●
●

Act as business services liaison to WDB-supported workforce development initiatives including,
but not limited to apprenticeship, specialized grant writing and customized training support
WDB Staff leadership for annual Training & Career EXPO
Provide support to the local workforce executive team & committee members to ensure effective
implementation of the county’s workforce development programs
Support WDB Director by performing other duties as assigned

Roles and Responsibilities of the Assistant Project Manager (10%)
●
●
●

●
●

Primary responsibility for WIOA Program Monitoring according to Oswego County WDB
monitoring calendar
Primary responsibility for WIOA Fiscal Monitoring according to Oswego County WDB monitoring
calendar
Maintain current knowledge of Youth-focused programming conducted by the Oswego County
Workforce NY career center office (American Job Center) to support youth services contract
management
WDB Staff membership on annual Youth Summit planning committee
Grant writing support for business applications (One-Stop) – data input to Grants.gov database

Roles and Responsibilities of the Secretary (60%)
●
●
●
●
●
●
●
●
●
●
●
●
●

Prepare calendar/schedule for executive, full board and committee meetings
E-mail all members notice of upcoming meetings
Prepare for meetings – copies of agenda and other materials
Attend, record and transcribe minutes for executive, full board and committee meetings
Manage logistics for board and committee meetings
Follow-up emails and/or phone for attendance
Maintain board member contact information
Maintain board member certification
Document quorum (full board only)
Prepare documents, i.e. resolutions, certificates
Make travel arrangements for NAWB and NYATEP conferences
Maintain accuracy for NYSDOL web site for board membership
Maintain official file of workforce board legal documents, policies, TEGL’s, Technical Advisories,
etc.

Roles and Responsibilities of the OBCR Staff
●

Support staff for annual Youth Summit and Training & Careers EXPO

TIME AND ATTENDANCE WORKSHEET

STAFF NAME:

JOB TITLE:______________________________________

TIME PERIOD:
GRANT
Cost Category

RETURN BY:
MONDAY

AD

PR

TUESDAY

AD

PR

WEDNESDAY

THURSDAY

AD

AD

PR

PR

FRIDAY

AD

PR

TOTALS

AD

PR

0

JOBS-TANF
JOBS- Safety Net
SNAP/FSET
LIDC
BSR (top, sub emp )
ITE
Drug/ Alcohol
Non-Custodial Parents
SYEP

XX

XX

XX

XX

XX

XX

XX

XX

XX

XX

XX

XX

WIOA - Costpool

0

WIOA: ADMIN
WIOA: PROGRAM
ADULT
WIOA: PROGRAM
YOUTH OUT SCHOOL
WIOA: PROGRAM
YOUTH IN SCHOOL
WIOA: PROGRAM
DISLOCATED WKR

0
0

0
0

TRADE ACT

TTW/Emp Network
Work Exper – O/S
Work Exper – I/S
Other - TET DW
OTHER
OTHER
PAID LEAVE
TOTALS

Staff Signature:

0

0

0

0

0

0

0

Supervisor’s Signature:

0

0

0

0

0

Workforce Development Board Operations

• Meeting Schedule
• WDB Budget
• WDB Contracts, Agreements & MOU's
• WDB By-Laws
• WDB Policies
o Meetings Policy
o Conflict of Interest Policy
o Media Policy
o Expense Reimbursement Policy
o Insurance Policy
o Confidentiality Policy
o Ethics Policy
o Inclement Weather Policy
o Procurement Policy
o Check Signing Policy
o Electronic Signature Policy
o Sub-recipient Monitoring Policy

Workforce Development Board, Inc. of Oswego County
2021/2022 Meeting Schedule
July 2021

January 2022

14

Youth Council

8:30 a.m.

12

Youth Council

8:30 a.m.

28

Skills & Training

8:30 a.m.

26

Skills & Training

8:30 a.m.

August 2021
25

Full Board

September 2021

February 2022
9:00 a.m.

23

Full Board

March 2022

15

Partners Roundtable

8:30 a.m.

9

29

Business Development

8:30 a.m.

30 Business Development

13

Youth Council

8:30 a.m.

13

Youth Council

8:30 a.m.

27

Skills & Training

8:30 a.m.

27

Skills & Training

8:30 a.m.

October 2021

1

Full Board

December 2021

Business Development

15 Executive Committee

April 2022

8:30 a.m.
8:30 a.m.

May 2022

November 2021
17

Partners Roundtable

9:00 a.m.

9:00 a.m.

25

Full Board

June 2022

9:00 a.m.

8:30 a.m.

15

Business Development

8:30 a.m.

8:30 a.m.

29

Executive Committee

8:30 a.m.

Workforce Development Board
July 2021 - June 2022 Budget

2020-2021
Budget

2020-21
Budget

Income

Expense

Carry Over WDB
County Contract
Other Income

$0
$98,139
$0

$0
$104,012
$0

Total

$98,139

$104,012

Year end review/Insurances
Public Relations/website hosting
SUNY Oswego staffing
Contracts Total

$5,500
$1,000
$87,089
$93,589

$5,500
$1,600
$93,162
$100,262

$1,800
$750
$1,000
$1,000
$4,550

$1,000
$750
$1,000
$1,000
$3,750

$98,139

$104,012

Strategic Facilitation Expenses
Staff/Board Travel
Meeting Expenses
Membership Dues
Other Costs Total
Total

7/22/2021

Workforce Development Board Contracts, Agreements & MOU's
Contract,
Agreement, or
MOU

Parties

Services Covered

Initiator

Renewal
Period

Lead
Time

Exp. Date

Workforce
Development
Board & SUNY
Oswego
Agreement

WDB & SUNY
Oswego

Office of Business and
Community Relations

Workforce
Development
Board & Oswego
County Agreement

WDB & County of
Oswego

WDB Executive Director
brings proposed WDB
budget to issues meeting in
Jan/Feb.After negotiation,
budget is brought to March
Full Board for approval.
After approval, updated
agreement and budget are
Annual
forwarded to county.

Career Services, FollowProvider of Career
up Services, Training
and Training
Services, Supportive
Services
Services, Employer
Agreement
Services

WDB &
CEO/County of
Oswego &
Oswego County
Division of
Employment and
Training

Office of Business and
Community Relations

Annual

May 1st

June, 30 2022

One Stop
Operator
Agreement

WDB &
CEO/County of
Office of Business and
Oswego & Zoë
Community Relations
Vandermeulen,
President of Action
Collaboration

Annual

May 1st

6/30/2022

Youth Services
Agreement

Youth Services
Contract with
Oswego County
Opportunities

Youth Services
MOU

Annual

1-May

June, 30 2022

Marq Brown, Chairman of
the WDB & Chena Tucker,
Director of OBCR

January/
February

June, 30 2022

James Weatherup,
Oswego County Legislative
Chairman & Marq Brown,
Chairman of the WDB

Cheryl Rox,
Oswego County Department
of Social Services
Employment and Training
Division

Outreach/Eligibility,
Objective Assessment,
Individual Service
Strategy Development,
Case Management

Supportive Services,
Adult Mentoring

Tutoring/Study Skills,
Instruction and Drop-out
Prevention, Alternative
Secondary Education,
Education Offered
Concurrently with
Workforce Preparation,
Post-Secondary
Preparation and
Transition Activities

WDB & Oswego
County & Oswego
County Division of
Employment and
Training

Office of Business and
Community Relations

WDB
&
Oswego County
Office of Business and
&
Community Relations
Oswego County
Opportunities, INC.

CiTi BOCES
WDB

Office of Business and
Community Relations

Annual

April 1st

6/30/2022

April 1st /
Rebid
Lead Time:
6 Months
Renewed
Prior to
Annually /
Exp.
June, 30 2022
Rebid
(End of Year
Every 5
Bids Out: 2/5)
Years or
4-6
as Needed
months
prior to
Exp.

Annually

Signatories

June 1st

6/30/2022

James Weatherup,
Oswego County Legislative
Chairman & Rachel Pierce
Director of Oswego County
DET & Chena Tucker,
Executive Director of the
WDB
Chena Tucker,
Executive Director, WDB
& James Weatherup,
Oswego County Legislative
Chair & Zoë
Vandermeulen, Action
Collaboration President
James Weatherup,
Oswego County Legislative
Chairman & Chena Tucker,
Executive Director of the
WDB & Rachel Pierce,
Director of Oswego County
DET

James Weatherup,
Oswego County Legislative
Chairman
Diane Cooper-Currier,
Executive Director, OCO
Chena Tucker,
Executive Director, WDB

Chena Tucker,
Executive Director, WDB
Michael Sheperd,
Assistant Superintendent
for Administrative Services,
CiTi BOCES

Workforce Development Board Contracts, Agreements & MOU's
WDB
Youth Services
MOU

Youth Services
MOU

Youth Services
MOU

Youth Services
MOU

Youth Services
MOU

Youth Services
MOU

Reemployment
Services and
Eligibility
Assessment
(RESEA) Program
Partnership
Agreement
(Effective Date:
1/1/17; no
termination date)

WIOA Partnership
MOU

Post-Secondary
Preparation and
Transition Activities

Cayuga
Office of Business and
Community College
Community Relations

Annually

June 1st

6/30/2022

Chena Tucker,
Executive Director, WDB

WDB
Leadership Development

Comprehensive
Guidance, and
Counseling (Drug,
alcohol and mental
health), Tutoring/ Study
Skills, Instruction and
Drop-out Prevention

Entrepreneurial Skills

Oswego CityCounty Youth
Bureau

OCO (Bridges,
Office of Business and
SAF, Crisis
Community Relations
Development, LVA
Program)

Comprehensive Guidance
and Counseling (Drug,
WDB & Farnham
alcohol and mental
Family Services
health)

Financial Literacy
Education

Office of Business and
Community Relations

Annually

June 1st

6/30/2022

WDB

WDB &
Small Business
Development
Council (SUNY
Oswego)

WDB & Compass
Federal Credit
Union

Office of Business and
Community Relations

Office of Business and
Community Relations

Office of Business and
Community Relations

REESA Career
Center Site:
Oswego County
Workforce NY
WDB
Oswego County
CEO
All Partners of the
Oswego County
Workforce
Development
System

Office of Business and
Community Relations

Brian Chetney,
Executive Director,
Oswego City-County Youth
Bureau
Chena Tucker,
Executive Director, WDB

Annually

Annually

June 1st

June 1st

6/30/2022

6/30/2022

Diane Cooper-Currier,
Executive Director, OCO
John Halleron,
Senior Business Advisor,
Small Business
Development Center
Chena Tucker,
Executive Director, WDB

Annually

Annually

June 1st

June 1st

6/30/2022

6/30/2022

Local Workforce
Development Area
New York State
Department of
Labor

Chena Tucker,
Executive Director, WDB
Keiko Kimura
Associate Vice President of
Academic Affairs/Dean of
the Fulton Campus Cayuga
Community College

N/A

N/A

N/A

Eric Bresee Executive
Director Farnham Family
Services & Chena Tucker
Executive Director
Workforce Development
Board
Chena Tucker, Executive
Director Workforce
Development Board &
Jennifer Rupert Manager
Compass Federal Credit
Union
LWDA –
Chena Tucker,
Director, WDB
NYSDOL –
TBD,
Manager
& Mario Musolino,
Commissioner
Career Center –
Rachel Pierce,
Manager

Chad Whelsky,
Associate
Director,
Office of
Business and
Community
Relations

Every 3
years

6/20/2023

LWDA – C. Tucker, WDB
Director
OC CEO – James
weatherup
All Partners of the Oswego
County Workforce
Development System

WORKFORCE DEVELOPMENT BOARD, Inc.
of
OSWEGO COUNTY
BY-LAWS
ARTICLE I - NAME AND LOCATION
SECTION 1

The name of this organization shall be the Workforce Development Board, Inc. of
Oswego County, hereinafter referred to in these by-laws as the Board.

SECTION 2

The Board shall be authorized by the provisions of the Workforce Innovation &
Opportunity Act of 2014 (WIOA), Public Law 113-128, and the Oswego County
Legislature , and shall provide policy guidance for and exercise oversight of the
Local Workforce Development Area (LWDA) as set forth in WIOA.

SECTION 3 The official location will be:
SUNY Oswego Office of Business and Community Relations
Business Resource Center
121 East First Street
Oswego, NY 13126
ARTICLE II - PREAMBLE
SECTION 1

The business of the Board is to organize the Workforce Development System
(WDS) of Oswego County, making it more effective, efficient and infusing quality,
to provide trained employees for business and industry. The customers of the
workforce development board are all those who require a job and businesses
requiring a labor force.

SECTION 2

Notwithstanding any other provision of these by-laws, the organization is organized
exclusively for one or more of the purposes as specified in Section 501 (c) (3) of the
Internal Revenue Code of 1954, and shall not carry on any activities not permitted
to be carried on by an organization exempt from Federal Income Tax under Section
501 (c) (3) of the Internal Revenue Code of 1954.

SECTION 3

No part of the net earnings of the organization shall inure to the benefit of any
member, trustee, director, officer of the organization, or any private individual
(except that reasonable compensation may be paid for services rendered to or for
the organization), and no member, trustee, officer of the organization or any private
individual shall be entitled to share in the distribution of any of the assets on
dissolution of the organization.

SECTION 4

No substantial part of the activities of the organization shall be carrying on
propaganda, or otherwise attempting to influence legislation (except as otherwise
provided by IRC Section 501 (h), or participating in, or intervening (including the
publication or distribution of statements), any political campaign on behalf of any
candidate for public office.

SECTION 5

The program year of the Board shall be July 1 to June 30.
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ARTICLE III - ROLES AND RESPONSIBILITIES OF THE BOARD
SECTION 1

The Board is responsible for organizing the WDS in a customer focused way.

SECTION 2

The Board shall define the components of the system based on customer needs and
expectations, as well as the system’s resources.

SECTION 3

The Board shall set quality standards through a customer satisfaction system.

SECTION 4

The Board will establish skill standards (transferable, occupational and
academic) as related to getting and keeping work.

SECTION 5

The Board shall collect data and issue reports for continuous improvement.

SECTION 6

The Board shall solicit the input and participation of the local business community
in the provision of program services.

SECTION 7

The Board shall issue reports certifying that Board standards have been met.

SECTION 8

The Board will inform and participate in regulatory reform as appropriate for the
WDS.

SECTION 9

The Board shall construct its own by-laws and will develop and approve an annual
budget for its internal activities and ensure that an annual audit/desk review is
completed.

SECTION 10 The Board shall designate eligible training providers.
SECTION 11 The Board shall make available to the public through open meetings information
regarding the activities of the Board, information on any Federal or State plans,
Board membership, the designation of One-Stop Operators and the award of grants
or contracts to eligible providers of youth activities.
SECTION 12 Indemnification – Each Director, Executive Director, former Executive Director
and officer of this Corporation including past Directors and officers, shall be
indemnified by the Corporation against any and all expenses actually and
necessarily incurred by him in connection with the defense of any action, suit or
proceedings in which he is made a party by reason of his being or having been a
Director of the Corporation except in relation to matters as to which he shall be
adjudged in such action, suit or proceeding to be liable for gross negligence or
misconduct in the performance of his duties as such Director; and such right of
indemnification shall not be deemed exclusive of any other rights to which he may
be entitled under any by-laws, agreement, vote of members or otherwise.
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ARTICLE IV - MEMBERSHIP
SECTION 1

The size of the Board shall be between nineteen (19) and thirty-one (31) members
as determined by the Board, consistent with all requirements of the WIOA section
107(b).

SECTION 2

Any vacancy or new position on the Board shall be appointed by the Chairperson of
the Oswego County Legislature, who serves as the Chief Elected Official (CEO).
The CEO shall establish the initial and any subsequent duration of membership as
recommended by the Board as follows:
1) Representatives of the private sector, who shall constitute a majority of the
membership of the Board and who shall be owners of business concerns, chief
executives or chief operating officers of non-governmental employers or other
private sector executives who have substantial management, decision making or
policy responsibility;
2) Private sector representatives on the Board shall reasonably represent the
industrial and demographic composition of the business community. At least
two of such business and industry representatives shall be representatives of
small business. For the purpose of this paragraph, the term "small business"
means private for-profit enterprises employing 500 or fewer employees;
businesses must have at least 2 employees other than the owner or partners;
3) Not less than 20% of the entire Board must be workforce representatives of the
workforce within the local area must include one or more representatives of
labor organizations and one representative from a joint labor-management
apprenticeship program, or an apprenticeship program in the area (if it exists);
may include representatives of community-based organizations with experience
at addressing the employment needs of individuals barriers to employment and
may include representatives of organizations with demonstrated experience
addressing employment, training/education needs of eligible youth (including
out-of-school youth);
4) One representative administering adult education and literacy activities under
Title II must be included;
5) One representative of higher educational institutions (including community
colleges) must be included;
6) Representatives of local educational agencies and community-based
organizations with experience addressing education or training needs of
individuals with barriers to employment may be included;
7) One representative of economic and community development entities must be
included;
8) One representative of Wagner-Peyser programs must be included;
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9) One representative of Vocational Rehabilitation programs must be included;
10) Representatives of agencies or entities administering transportation, housing,
and public assistance programs; and representatives of philanthropic
organizations may be included; and
11) Any other individuals or representatives of entities that the CEO may determine
to be appropriate.
SECTION 3

Members shall be appointed for staggered three-year terms and may be considered
for reappointment.

SECTION 4

Membership on the Board shall cease when:
1) The member offers his/her resignation to the Chairperson of the Board;
2) The member is not re-appointed after completion of the term;
3) The member is absent for more than fifty percent (50%) of regular or committee
meetings held during a program year, unless excused by the Chairperson or
Committee Chair; and
4) The organization or activity the member represents ceases to exist, or member is
no longer with the organization or activity (unless said member continues to
meet necessary criteria for original seat or other existing vacancy), or the
organization or activity this member represents withdraws that representative's
name from membership.

SECTION 5

Each member of the Board shall serve on at least one standing committee.

SECTION 6

Each member of the Board shall be entitled to one vote during a regular, specially
called, or committee meeting in which said member is present and provided a
quorum, except where a real or perceived conflict of interest occurs. Only the
elected WDB member shall be allowed to vote and proxy voting will not be
allowed.

SECTION 7

Conflict of interest, real or perceived, will not be tolerated. Any duality of interest
or real or perceived conflict of interest on the part of any board member shall be
disclosed to other board members and made a matter of record, either through an
annual procedure or when the interest becomes a matter of board action. Any board
member having a duality of interest or conflict of interest, real or perceived, on any
matter shall not vote or use his/her personal influence on the matter. The minutes of
the meeting shall reflect that a disclosure was made and the abstention from voting.
The conflict of interest policy shall be reviewed annually for the information and
guidance of board members and that any new members be advised of the policy
upon entering the duties of his/her office. There shall be an annual submission of
disclosure regarding possible conflict of interest.

ARTICLE V- OFFICERS
SECTION 1

The Board shall elect a Chairperson and Vice-Chairperson who shall be
representatives of the private sector, and a Secretary/Treasurer who will not be one
of the required partners in the workforce development system. Said officers shall
4

serve for a two-year term, commencing on January 1 and completing on
December 31. Officers will serve no more than 3 consecutive two-year terms in
each office.
SECTION 2

Functions and responsibilities of said officers shall be as follows:
1) Chairperson
a) Shall preside at all meetings of the Board;
b) Shall establish agendas for each regular Board meeting;
c) Shall sign, on behalf of the Board, all necessary legal documents;
d) Shall appoint Ad Hoc committee(s), as determined necessary;
e) Shall be the official representative of the Board, as required;
f) May call special meetings of the Board;
g) Shall call special meetings of the Executive Committee when a quorum of the
full Board cannot be met, as described in Article XI, and
h) Other responsibilities as determined by the Board.
2) Vice-Chairperson
a) Shall assume all responsibilities of the chairperson, noted herein, in his/her
absence.
3) Secretary/Treasurer
a) Shall monitor the control, receipt, and custody of all assets of the Board;
b) Shall monitor the disbursements as authorized by the Executive Committee;
c) Shall report the receipt, use, and disbursement of all assets of the Board;
d) Shall exercise the powers and perform such other duties usually incidental to
the office of secretary/treasurer; and
e) Shall exercise such powers and perform such other duties as may be assigned
by the Chairperson or Executive Committee.

SECTION 3

Immediate Past Chairperson
a) Shall exercise such powers and perform such other duties as assigned by the
Chairperson or Executive committee.

SECTION 4

Said officers shall be elected by a majority vote of the members present at the last
meeting of the year.

ARTICLE VI - NOMINATING COMMITTEE
SECTION 1

The Board Chairperson shall appoint a Nominating Committee consisting of three
(3) Board members for the purpose of nominating officers for the next term.

SECTION 2

The Committee shall, at the final meeting of the year, submit to the Board a slate of
officers to assume office on the first day of July following their election.

SECTION 3

The Committee shall nominate Board members representing the private sector for
the position of Chairperson and Vice Chairperson and a Secretary/Treasurer from
members not in the partner community.

SECTION 4

The Director of Workforce Development shall mail to all Board members, not later
than ten (10) days prior to the annual election, a list of nominees recommended by
the Nominating Committee.
5

ARTICLE VII - COMMITTEES
SECTION 1

Executive Committee

1) The Executive Committee shall be made up of officers of the Board, the immediate
past chairperson and chairs of each of the standing committees. The executive
committee will regularly review, approve and take action as appropriate with regard
to the WIOA program; review, approve and take action as appropriate with regards to
its finances, recommend designation of One-Stop Operator, foster communication and
coordination between committees, revise the by-laws, as required, evaluate committee
and Executive Director performance, oversee publics relations for the Board, and
other responsibilities as designated by the Board. In addition, the Executive
Committee shall be responsible for all financial and insurance aspects including:
a) Reviewing all financial reports/documents as needed but no less than four times
per year;
b) Reviewing all insurance policies and making recommendations to the Board as
needed;
c) Establishing and reviewing all financial policies.
2) The Executive Committee will, at the end of each year, perform the following
functions for the Board:
a) Nomination of committee appointments;
b) Review of meeting attendance as described in Article IV, Section 4 making
recommendations to the Board as appropriate;
c) Review of Board by-laws, making recommendations to the Board as appropriate;
d) Review of Board administration, making recommendations to the Board as
appropriate;
e) Review of the WDB-CEO Agreement, making recommendations to the Board as
appropriate.
f) Oversee the One-Stop Operator.
g) Setting standards for the One-Stop Operator and One-Stop Centers.
h) Franchising the One-Stop Operator and One-Stop Center.
3) In the event the Chairperson must call a special meeting of the full Board, the Board
will be polled and if a quorum of the Board cannot be assembled in a timely manner,
the Chairperson will then call upon the Executive Committee to meet and act on items
needing immediate attention. Any action taken by the Executive Committee will then
be reported to the full Board at the next regularly scheduled meeting.
SECTION 2 Business Development Committee
1) The Business Development Committee shall be composed of a representative group
from the full Board and possess the skills necessary to carry out the functions of the
committee. Functions and responsibilities of the Business Development Committee shall
include:
a) Identifying and monitoring the business services to be provided through the
6

system;
b) Oversee public relations about business services;
c) Convene focus groups and community roundtables for identifying future
workforce needs as related to economic development;
d) Identifying available funding and assist in grant writing for employer training
needs;
SECTION 3

Skills and Training Committee
1) The Skills and Training Committee shall be composed of a representative group
from the full Board and possess the skills necessary to carry out the functions of
the committee. The functions and responsibilities of the committee shall
include:
a)
b)
c)
d)
e)
f)
g)
h)

SECTION 4

Reviewing and approving training programs;
Overseeing training providers inventory;
Evaluating training providers and programs;
Identifying strategies for addressing skill gaps;
Issuing consumer report cards for programs;
Overseeing the implementation of the Strategic Plan;
Monitoring training program performance data.
Monitoring continuous quality improvement and job seeker customer
satisfaction in centers and partner organizations.

Youth Council
1) The Youth Council shall be composed of a representative group from the full
Board and other appropriate community members and possess the skills
necessary to carry out the functions of the committee. The functions and
responsibilities of the committee include:
a) Assisting in developing the local workforce plan pertaining to youth and
youth services;
b) Approving eligible providers of youth services;
c) Coordinating youth workforce development activities;
d) Overseeing public relations about youth programs.

SECTION 5

Partners’ Roundtable
1) The Partners’ Roundtable shall be comprised of the executives of partner
agencies (Employment and Training, Department of Social Services,
Department of Labor, ACCES-VR, ARISE, Cayuga Community College,
BOCES, Oswego County Opportunities, and Oswego Industries). The functions
and responsibilities of the committee include:
a) Focusing on services to customers that would reduce duplication and
save money that could be reinvested into the system;
b) Identifying and implementing “best practice” customer service
strategies to universal population;
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c) Overseeing public relations for the partners;
d) Annually negotiating and preparing the MOU and cost allocation plan
among the partners.
ARTICLE VIII - MEETINGS
SECTION 1

There will be quarterly meetings of the Board, to be held a minimum of four times
per year.

SECTION 2

Special meetings may be called at the discretion of the Chairperson.

SECTION 3

All committees shall meet, minimally, twice per year. The Executive Committee’s,
year end meeting will address items, as outlined in Article VII, Section 1, and other
times as needed.

SECTION 4

Special committee meetings may be called at the discretion of the Committee
Chairperson or by a majority of any committee.

SECTION 5

A quorum shall be constituted by a majority of the members of the Board.

SECTION 6

Resolutions shall be passed by a majority of the members of the Board.

ARTICLE IX- METHODS OF AMENDMENT
SECTION 1

Recommended changes in the by-laws and WDB-CEO Agreement shall be
submitted in writing by a Board member to the Chairperson.

SECTION 2

The Chairperson will review recommended changes with the Executive Committee
and will notify the full Board of proposed changes at least 10 days prior to the
regular meeting at which amendments are to be considered.

SECTION 3

Amendments to the by-laws and WDB-CEO Agreements shall be passed by a
majority of the members.

ARTICLE X - DISSOLUTION
SECTION 1

In the event of dissolution, all of the remaining assets and property of the
organization shall, after payment of necessary expenses thereof, be distributed to
such organizations as shall qualify under Section 501 (c) (3) of the Internal Revenue
Code of 1954, as amended, or to another organization to be used in such manner as
in the judgment of a Justice of the Supreme Court of the State of New York will
best accomplish the general purposes for which this organization was formed.

Adopted June 7, 2000
Last revised April 19, 2018
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WORKFORCE DEVELOPMENT BOARD, Inc.
of
OSWEGO COUNTY
POLICIES
Meetings Policy

The rules given in the current edition of Robert's Rules of Order shall be followed in
conducting the meetings of The Workforce Development Board, Inc. of Oswego County
(WDB), and all of its committees.

WORKFORCE DEVELOPMENT BOARD, Inc.
of
OSWEGO COUNTY
POLICIES
Conflict of Interest Policy

Employees and board members have an obligation to conduct business within guidelines
that prohibit actual or potential conflicts of interest. This policy establishes only the
framework within which The Workforce Development Board, Inc. of Oswego County
(WDB) wishes its business to operate. The purpose of these guidelines is to provide
general direction so that employees and board members can seek further clarification on
issues related to the subject of acceptable standards of operation.
An actual or potential conflict of interest occurs when an employee or board member is in
a position to influence a decision that may result in a personal gain for the employee or
for a relative as a result of WDB business dealings. For the purpose of this policy, a
relative is any person who is related by blood or marriage, or whose relationship with the
employee is similar to that of persons who are related by blood or marriage.
No presumption of guilt is created by the mere existence of a relationship with outside
firms. However, if an employee or board member has any influence on transactions
involving purchases, contracts, or leases, it is imperative that he or she discloses to an
officer of the organization as soon as possible the existence of any actual or potential
conflict of interest so that safeguards can be established to protect all parties.
Personal gain may result not only in cases where an employee, board member, or relative
has a significant ownership in a firm with which WDB does business, but also when an
employee, board member, or relative receives any kickback, bribe, substantial gift, or
special consideration as a result of any transaction of business dealings involving WDB.
The materials, products, designs, plans, ideas, and data of WDB are the property of
WDB, and should never be given to an outside firm or individual except through normal
channels and with appropriate authorization. Any improper transfer of material or
disclosure of information, even though it is not apparent that an employee or board
member has personally gained by such action, constitutes unacceptable conduct. Any
employee who participates in such a practice shall be subject to disciplinary action, up to
and including discharge. Any board member who participates in such a practice shall be
subject to disciplinary action, up to and including removal from the board.

WORKFORCE DEVELOPMENT BOARD, Inc.
of
OSWEGO COUNTY
POLICIES
Media Policy

To ensure the quality and consistency of agency information disseminated to media
sources, the following policy shall be enforced:
•
•

All media contacts are to be handled by the Director of The Workforce Development
Board, Inc. of Oswego County (WDB), or his or her designee, regardless of who the
media representative is, whom he or she represents, or how innocuous the request.
All press releases or other promotional materials are to be approved by the Director or his
or her designee prior to dissemination.

WORKFORCE DEVELOPMENT BOARD, Inc.
of
OSWEGO COUNTY
POLICIES
Expense Reimbursement Policy

The Workforce Development Board, Inc. of Oswego County (WDB) shall reimburse
board members and staff for actual and necessary expenses incurred while conducting
official business of the board.
Mileage will be reimbursed at the official rate set by the Internal Revenue Service.
Expenses for food, lodging, forms of travel other than personal vehicles, and tips will be
reimbursed for the actual amounts incurred.
All travelers covered by this policy are expected to submit an expense report in order to
be reimbursed for travel expenses. Receipts will accompany the expense report as proper
documentation for all expenses. The expense report must be signed by the Director of the
WDB, or his/her designee.

WORKFORCE DEVELOPMENT BOARD, Inc.
of
OSWEGO COUNTY
POLICIES
Insurance Policy

The Workforce Development Board, Inc. of Oswego County, Inc. (WDB) is comprised of
a private sector led board of directors who volunteer their time and talents. It is the policy
of the WDB to purchase Directors and Officers Liability Insurance.
The WDB also assumes the responsibility for staff and board member's work related
travel. It is the policy of the WDB to purchase General Liability Insurance to cover these
activities.

WORKFORCE DEVELOPMENT BOARD, Inc.
of
OSWEGO COUNTY
POLICIES

Confidentiality Policy

Confidentiality is a hallmark of professionalism. The Workforce Development Board,
Inc. of Oswego County (WDB) employees and board members:
1. Ensure that all information that is confidential or privileged or that is not publicly
available is not disclosed inappropriately.
2. Ensure that all nonpublic information about other persons or firms acquired by WDB
personnel in dealing with outside firms on behalf of WDB is treated as confidential
and not disclosed.

WORKFORCE DEVELOPMENT BOARD, Inc.
of
OSWEGO COUNTY
POLICIES
Ethics Policy
We, as Workforce Development Board, Inc. of Oswego County (WDB) professionals
(staff and board members); dedicate ourselves to carrying out the mission of this
organization on. We will do the following:
1.

Recognize that the chief function of WDB at all times is to serve the best interests
of our constituency.

2.

Accept as a personal duty the responsibility to keep up to date on emerging issues
and to conduct ourselves with professional competence, fairness, impartiality,
efficiency, and effectiveness. ·

3.

Respect the structure and responsibilities of the board, provide them with facts
and advice as a basis for their making policy decisions, and uphold and implement
policies adopted by the board.

4.

Keep the community informed about issues affecting it.

5.

Conduct our organizational and operational duties with positive leadership
exemplified by open communication, creativity, dedication, and compassion.

6.

Exercise whatever discretionary authority we have under the law to carry out the
mission of the organization.

7.

Serve with respect, concern, courtesy, and responsiveness in carrying out the
organization's mission.

8.

Demonstrate the highest standards of personal integrity, truthfulness, honesty, and
fortitude in all our activities in order to inspire confidence and trust in our
activities.

9.

Avoid any interest or activity that is in conflict with the conduct of our official
duties.

10.

Respect and protect privileged information to which we have access in the course
of our official duties.

11.

Strive for personal and professional excellence and encourage the professional
developments of others.

Office of Business and Community Relations/Business Resource Center
Inclement Weather Procedure

Please be advised that effective 1/1/2019:
The Office of Business and Community Relations and Business Resource Center no longer
automatically cancels meetings if the Oswego City School District delays or cancels school on
the day of the meeting.
Meetings will proceed as scheduled unless you are notified by Office of Business and
Community Relations or Business Resource Center staff via email prior to the scheduled
meeting that it is being cancelled.
The Office of Business and Community Relations and Business Resource Center wants its
attendees to use their clear and precise judgment concerning their own personal safety. If you
are unable to attend due to weather, please notify the as soon as possible by phone or email.
If you are unable to attend please contact:
Chelsea Ginett (p) 315-312-3493 (e) Chelsea.ginett@oswego.edu

Procurement Policy
Effective: February 05, 2020
Background: 80 FR 20689 – The Department of Labor, through proposed Rule
Making by the Employment and Training Administration published on April 16,
2015, is proposing to implement titles I and III of the Workforce Innovation and
Opportunity Act of 2014 (WIOA). Through these regulations, the Department
proposes to implement job training system reform and strengthen the workforce
investment system of the nation to put Americans, particularly those individuals
with barriers to employment, back to work and make the United States more
competitive in the 21st century.
WIOA rules require local Workforce Development Boards to establish a written
policy and procedure for the procurement of services funded through the
Workforce Innovation and Opportunity Act. Policies and procedures must
address the roles of the grant recipient and fiscal agent in the procurement of
services.
Purpose: The purpose of this procurement policy is to provide continuity and
standards for the purchases of equipment, services and supplies deemed
necessary for the successful operation and promotion of the mission of the
Workforce Development Board, Inc. of Oswego County (WDB). The WDB
engages in procurement methods such as micro purchases, small purchases,
competitive proposals, and noncompetitive proposals as defined in 2 CFR
200.320. These purchasing processes and sourcing strategies are to ensure that
the board obtains the best value for its money in the procurement of goods and
services.
Policy: The Workforce Development Board, Inc. of Oswego County (WDB) will
follow the procurement policy of the Research Foundation for the State University
of New York (RF) which acts as the fiduciary agent representing SUNY Oswego
in its contract with the WDB.
Procurement thresholds are outlined in the RF procurement policy and can be found at:
http://www.rfsuny.org/media/RFSUNY/Policies/procurement_policy_pol-1.htm

The Workforce Development Board will follow the RFP Procurement Process
listed below when issuing an RFP:

OSWEGO WDB RFP PROCUREMENT PROCESS

1. RFP is drafted by the Workforce Board Director and/or the Assistant Director
of the Oswego WDB
2.

RFP is approved by the WDB Full Board or Executive Committee

3.

RFP is publicized via WDB website and newspapers

4.

Bidders conference takes place

5. Proposals by outside service providers and/or DSS/E&T Unit are received by
the WDB.
6.

An independent evaluation subcommittee scores received proposals.

7. Received proposals from DSS/E&T Unit and/or other service providers are
scored by an independent subcommittee of the Workforce Development Board
(DSS/E&T Unit staff cannot participate in the scoring of any proposals)
a. The independent committee will consist of a mix of Workforce
Development Board staff, and Workforce Development Board
members.
b. The RFP budget template form used in the RFP is created by
the DSS, E&T Fiscal Manager / Senior Accountant
c. The DSS, E&T Fiscal Manager/Senior Accountant oversees
the RFP procurement process for Oswego County as the Grant
Recipient – Fiscal Manager / Senior Accountant
8. The independent subcommittee of the Workforce Development Board
forwards their recommendations to the WDB for a vote.
9. The WDB acts upon the recommendation of the subcommittee by voting on
and awarding the contracts.
10. Contracts are executed between the County (on behalf of WDB) and
approved contract service provider(s) as awarded by the WDB vote. Awards to
DSS/E&T will be in contract form consistent with awards to outside providers.
Contracts will be signed off by the WDB, the County and the Service
Providers.

a. The Chairman of the Legislature will sign the contract for
Oswego County.
11. Approved contractors begin to provide services to participants.
12. Grant Recipient (DSS financial unit) authorizes payments, reports
obligations/expenditures for contracted services.
13. Grant Recipient processes/forwards payments to Oswego County Audit
Department.
14. Oswego County Audit Department reviews and approves payments from
Grant Recipient.
15. Oswego County Audit Department forwards approved payments to Oswego
County Treasurer.
16. Oswego County Treasurer issues payments on behalf Grant Recipient and
prepares monthly report(s) to Grant Recipient.
17. Grant Recipient uses Treasurer Reports to order WIOA cash for
reimbursement to Oswego County.
18. Grant Recipient prepares monthly reconciliation of funds.
19. WDB monitors and reviews financial and programmatic performance with
periodic reporting to WDB & NYSDOL.
20. WDB will adhere to the record retention guideline as stated in NYSDOL TA
#16-2. NYSDOL TA #16-2 can be found at
https://labor.ny.gov/workforcenypartners/ta/ta-16-2-record-retention.pdf

Electronic Signature Policy
Effective Date:

March 24, 2021

References: Electronic Signatures and Records Act (ESRA) guidelines
Policy:
Oswego County WDB will adopt and use electronic signatures for Oswego County Workforce
Development Board approved and initiated documents, Oswego County Workforce New York Career
Center or other agency-initiated documents, and if sub-recipients allow, forms used to conduct the
business of a contract with Oswego County WDB or OCWNY.
Guidelines:
Types of documents can include but are not limited to:
Fiscal.
Vendor agreements/sub-recipient contracts
Program Documents for Adult, Dislocated Worker and Youth programs.
Applications, intake and eligibility documents, data validation documents
and attestations, registration forms, ongoing case management and
program forms such as Individualized Employment Plans or Individualized
Service Strategy, Work Experience Agreements, Training Outline, etc.
Business Services.
Customized training and On the Job Training contract and related contract
implementation/execution documents, other contracts, due diligence related
documentation, etc.
Authorization to initiate an electronic signature or to use electronic signature software
is given by the Oswego County Workforce Development Board Executive Director or
Designee and is contingent upon the nature of a person’s job duties as well as a
person’s compliance with this policy. All documents must be available in print for
review by local, state and/or federal auditors and/or monitors.
Positions that may initiate obtaining electronic signatures may include but are not
limited to Oswego County WDB Administrative staff, Oswego County Workforce New
York Career Center staff, Oswego County Workforce New York Career Center Staff
assigned to specialized contracts or grants as approved by funder.
The Electronic Signature software or Cloud applications must minimally combine a
single electronic authentication method with a secure process that delivers an audit
trail along with the final document.

WORKFORCE DEVELOPMENT BOARD, Inc.
of
OSWEGO COUNTY
Sub-recipient and Contractor Monitoring Plan
Purpose:

To implement a comprehensive system for oversight and monitoring of the
WIOA activities of sub-recipients and contractors. The purpose of the
monitoring is to ensure expenditures meet the programmatic, cost category
and cost limitation requirements of WIOA and the regulations.
Monitoring is also intended to ensure compliance with provisions of the
WIOA regulations and other applicable laws and regulations, and that
technical assistance is provided as needed.

Definitions:

Contractor: Defined as an entity that receives a contract.
Sub-recipient: Defined as a non-federal entity that receives a sub-award
from a pass-through entity to carry out part of a federal program but does
not include an individual that is a beneficiary of such a program.

Reference:

Workforce Innovation and Opportunity Act of 2014
Workforce Innovation and Opportunity Act Final Rules
Code of Federal Regulations, Title 2 – Grants and Agreements; including
2 CFR §200.330 - §200.331 and 20 CFR §683.410(a)
http://wdr.doleta.gov/directories/ Federal TEGL’s and TEIN’s
https://labor.ny.gov/workforcenypartners/tas.shtm NYS Technical
Advisories; including TA #16-8, TA #19-4 and TA #19-5

Background: Oswego County is the Grant Recipient for WIOA funding and the
provider of career and training services for the One Stop System. As the
grant recipient, the County (DSS/DET) operates all WIOA programs and
disburses all WIOA funds through contracts or Individual Training
Accounts (ITA’s). In addition to the WDB/CEO agreement there is a
financial contract between the county and the WDB each year that outlines
the disbursement of funds from the county to the WDB.
Policy:

The WDB will be responsible for monitoring and oversight of the WIOA
activities in Oswego County. This will include financial, program and
performance/management.

Procedure:

A. Financial Monitoring:
Fiscal Monitoring Topics
Sub-recipient Monitoring
Financial Management/Cost Allocation
Procurement
Property Management
Desk Review

Monitoring Frequency
Annual
Annual
Biennial (as applicable)
Biennial (as applicable)
Monthly
1

The WDB will adopt the procedures using NYDOL’S monitoring guide found at
https://dol.ny.gov/monitoring-guides as outlined in TA #16-8, TA #19-4 and TA #19-5.
Monitoring of the sub-recipient’s/contractor’s financial reporting practices will be
conducted annually.
The above monitoring will commence during the 3rd quarter of the contract term and will be
completed by the end of the 3rd quarter. The frequencies identified above are minimum
levels. Factors that influence whether more frequent monitoring is needed include the
dollar amount obligated to the sub-recipient.
Each sub-recipient and contractor will be monitored to:
•
•
•

Determine that expenditures have been made against the cost
categories and within cost limitations specified in the Act and in
contracts.
Determine whether the procedures outlined in contracts have been
adhered to.
Determine if proper procurement procedures have been followed, if
applicable.

Please see Attachment B for a listing of sub-recipients.
Fiscal monitoring will be completed by the Workforce Development Board Program
Monitor, the Executive Director or Assistant Director will act as alternates and/or
provide review of work if necessary.
The financial monitoring review process will include a Desk Review of Expenditure
Reports that will occur on a monthly basis. A contract to voucher comparison will be
completed to ensure the service(s) delivered, dates, cost and outcomes are consistent with
the contract. A monitoring report for the monthly desk review will be generated which
will be a comparison of the sub-recipient or contractor internal time-keeping process
against what was submitted to Department of Employment and Training (DET) for
payment. Expenditure of funds will be reviewed for consistency with WIOA regulations.
Any inconsistencies found will be noted and discussed with the sub-recipient or
contractor. Further, the written monitoring report and will be issued within 45 calendar
days of the date of the completion of the monitoring review. The monitoring report will
reflect a concise statement of fact and include the following information:
•
•
•
•
•
•

Background information
Problem analysis
Outline of what was reviewed
Size of the sample taken (if appropriate)
Conclusions reached
Recommendations for corrective action including
Timeframes (if applicable)

In the event a sub-recipient or contractor is not performing satisfactorily, a written report
will be submitted to the sub-recipient or contractor addressing the areas of concern, the
2

corrective action needed and a timeframe for improvement. The sub-recipient or
contractor will be given 60 days to explain their inability to meet established goals,
discuss concerns, and to reach agreement on a plan for corrective action.
Technical assistance will be offered and provided by the WDB staff or county staff
depending on the topic and expertise of staff. Should no expertise be available the WDB
staff will seek assistance from NYSDOL.
In the event a sub-recipient or contractor is not successful in meeting agreed upon
outcomes, the Workforce Board may impose one or more of the following sanctions:
•
•
•
•
•
•

Suspension of the affected program until corrective action
is implemented
Increased documentation requirements and/or increased
monitoring frequency and/or scope
Disallowance of costs associated with the particular
violation or deficiency and seek repayment
Denial or adjustment of requests for WIOA funds until the
violation or deficiency has been corrected
Reallocation of unexpended or unobligated funds
Contract cancellation.

Additionally, sub-recipients or contractors with unresolved issues will be removed from
the ETPL (eligible training providers’ list) database or the distribution list for RFP’s until
the issues have been resolved to the WDB’s satisfaction. Once issues have been
identified, subsequent monitoring will be done via on-site review.
Monitoring checklists and forms will be developed using Technical Advisory #16-8, #194 and #19-5. Once completed, the report of findings will be distributed to and reviewed
with the WDB executive staff, the executive staff of the One-Stop System Operator and
the WDB executive committee. Significant findings will be reported to NYSDOL as they
occur.
Records pertaining to monitoring will be made available for review by State and Federal
officials and will be maintained by the WDB for a period of not less than three (3) years
from the date of submission of the final expenditure report as outlined by NYSDOL to
the United States Department of Labor (USDOL). As outlined in TA #16.2, records
pertaining to monitoring will be kept on file for a total of 7 years post contracted service.
* Note that the schedule of the final expenditures submitted to the USDOL is
periodically updated.
B. Program monitoring:
All components of WIOA activities will be monitored each year. Each year a
representative sample of the participants enrolled in each category (youth, adult,
dislocated worker) will be drawn for folder monitoring. The above monitoring will
commence during the 3rd quarter of the contract term and will be completed by the end
of the 3rd quarter. The frequencies identified above are minimum levels. Factors that
influence whether more frequent monitoring is needed include the dollar amount

3

obligated to the sub-recipient or contractor.
Program monitoring will be completed by the Workforce Development Board’s Program
Monitor. The WDB Executive Director and Assistant Director will act as alternates and/or
provide review of work if necessary.
The WDB will adopt the procedures using NYDOL’S monitoring guide found at
https://dol.ny.gov/monitoring-guides as outlined in TA #16-8, TA #19-4 and TA #19-5.
Monitoring checklists will be developed based on those currently used by NYSDOL and
modified as directed and necessary for local implementation. Once completed, the report
of findings will be distributed to the following: The agency being reviewed; LWDB Chair
(or designated LWDB member(s)); LWDB Executive Director (if this person is not the
individual that performed the monitoring and is signing the written report); the
appropriate NYSDOL Financial Oversight and Technical Assistance (FOTA) and State
Program representatives; executive staff of the One-Stop System Operator and Grant
Recipient CEO (and sub-recipient CEO if the report is for the sub-recipient CEO’s
county). Significant findings will be reported to NYSDOL as they occur.
Topics to be reviewed:
•
•
•
•
•

Eligibility and records review
Delivery of services
Quality of services
EEO requirements/grievance procedures
Appropriateness of training services according to the training plan

Records pertaining to monitoring will be made available for review by State and Federal
officials and will be maintained by the WDB for a period of not less than three (3) years
from the date of submission of the final expenditure report by NYSDOL to the United
States Department of Labor (USDOL).
C. Performance and Management monitoring:
Oswego County DSS/DET in conjunction with the WDB has been monitoring
management and performance issues on a monthly basis since before WIOA was enacted.
This process will be formalized and reported under this monitoring plan.
DSS/DET will continue to complete the process known as Monthly Analysis
(performance and spending). Included in this review is E&T Director and its senior staff.
These reports will be provided to the WDB staff and the Commissioner of Social Services
along with corrective action plans associated with issues identified at their meetings.
The WDB Executive and Assistant Director will meet with E&T Director and
Commissioner of Social Services on a monthly basis to review the reports and
corrective action plans.

4

These reports will also be reviewed at the WDB executive committee (and other WDB committees
as appropriate to the topic) and significant issues reported to NYSDOL as they occur.
The issues to be monitored are:
•
•
•
•
•
•
•
•
•
•

The legislated performance standards
Costs efficiencies
Administrative expenditure rates
Operating cost rates
Data validation issues
Registrants v. exiters
Trends and continuous improvement issues
80% obligation
Customer flow through the system issues
Monitoring reports and issues

Records pertaining to monitoring will be made available for review by State and Federal officials
and will be maintained by the WDB for a period of not less than three (3) years from the date of
submission of the final expenditure report by NYSDOL to the United States Department of Labor
(USDOL).
D.

Single Audits:

Sub-recipients subject to OMB (2 CFR § 200.501(a)), which establishes that any non-federal entity
that expends $750,000 or more of Federal funds under one or more Federal programs in any fiscal
year must obtain an independent organization-wide financial and compliance audit (single) of such
fiscal year. The Single Audit will be reviewed by the WDB to ensure that there is no finding or
disallowed costs related to ETA grants. In the event that there is a finding related to ETA funds,
the WDB will follow up with the sub-recipient to ensure that the corrective action plan has been
developed and that the issue has been resolved. The WDB will develop a corrective action plan to
resolve the finding based on the circumstances of the finding as well as a timeframe for follow up
on the resolution. These sub-recipients must submit a copy of this audit to the WDB for review and
resolution.
In addition, if a contractor does not meet the $750,000 Single Audit threshold, the WBD with
follow the requirements of OMB (2 CFR 200.501(d)) which outlines that when Federal awards
expended are less than $750,000 during the non-Federal entity’s fiscal year in Federal awards it is
exempt from Federal audit requirements for that year, except as noted in § 200.503 and that entity
will attest to that fact via formal statement or letter. However, records must be available for review
or audit by appropriate officials of the Federal agency, pass-through entity, and Government
Accountability Office (GAO).
The WDB will incorporate the Single Audit submission requirement listed in 2 CFR § 200.507 (c)
(1) that stipulates that the program-specific audit must be completed and the reporting required
(based on whether an audit guide is/or is not available) must be submitted within the earlier of 30
calendar days after receipt of the auditor’s report(s), or nine months after the end of the audit
period, unless a different period is specified in a program-specific audit guide.
The Oswego WDB will generate a tracking system to ensure single audit reports are completed and
submitted within the earlier of 30 calendar days after receipt of the auditor’s report(s), or nine

months after the end of the audit period. The report will include: the sub-recipient/contractor name;
the audit period; the single audit report date; and the date the audit report was received by the
WDB/Fiscal Agent. The report will also note if the audit report was received within nine months or
30 days, and who reviewed the report. Included on the tracking system will be any material Single
Audit finding as well as action plan and timeline for resolution. The availability of Single Audits
for review will be scheduled annually according to sub-recipients fiscal year and Single Audit
schedules.
In the event an audit is not received, the WDB will check the Federal Clearing House at
htttp://harvester.census.gov/facweb/ as an alternative source for obtaining the Required Single
Audit reports.
(Revised March 2021)

The Workforce Development Board of Oswego County Monitoring Calendar
July

Fiscal- Desk Reviews of Expenditure Reports: Fulton (M)
*Program- Desk Reviews of Performance and Accountability monitoring sub recipients: (Q)
*Program- Sub recipient Contract Reviews: Fulton (Q)

August

Fiscal- Desk Reviews of Expenditure Reports: Fulton (M)
Fiscal- Financial Management/Cost Allocation: (A)
*Fiscal- Sub recipient monitoring: Mexico (A)

September

Fiscal- Desk Reviews of Expenditure Reports: Fulton (M)
Program- WIOA Title I Youth: Fulton (A)

October

Fiscal- Desk Reviews of Expenditure Reports: Fulton (M)
*Program- Sub recipient Contract Review- Fulton (Q)
*Program- Desk Reviews of Performance and Accountability monitoring sub recipients: (Q)

November

Fiscal- Desk Reviews of Expenditure Reports: Fulton (M)

December

Fiscal- Desk Reviews of Expenditure Reports: Fulton (M)
Program- Trade Act (A)

January

Fiscal- Desk Reviews of Expenditure Reports: Fulton (M)
*Program- Sub recipient Contract Review: Fulton (Q)
*Program- Desk Reviews of Performance and Accountability monitoring sub recipients: (Q)

February

Fiscal- Desk Reviews of Expenditure Reports: Fulton (M)

March

Fiscal- Desk Reviews of Expenditure Reports: Fulton (M)
Program- WIOA Title I Dislocated Worker: (A)

April

Fiscal- Desk Reviews of Expenditure Reports: Fulton (M)
*Program- Sub recipient Contract Review: Fulton (Q)
*Program- Desk Reviews of Performance and Accountability monitoring sub recipients: (Q)

May

Fiscal- Desk Reviews of Expenditure Reports: Fulton (M)
Fiscal- **Procurement/Property Management: (B)

June

Fiscal- Desk Reviews of Expenditure Reports: Fulton (M)
Program- WIOA Title I Adult: (A)
KEY: M- Monthly, Q- Quarterly, A- Annually, B- Biennial (every 2 years)
*Sub-recipient monitoring will occur annually if the WDB has sub-recipients.
** Monitored when applicable.

Attachment B
Sub-recipient identified:
Program Year 2015- Center for Career and Community Education (CCCE) I-Best CNA program
Program Year 2016- No Sub-recipients identified (CCCE status is vendor).
Program Year 2017- Oswego County Opportunities
Program Year 2017- CiTi – Driver’s Education
Program Year 2017- Center for Career and Community Education (CCCE) I-Best CNA program
Program Year 2018- Oswego County Opportunities
Program Year 2018- CiTi – Driver’s Education
Program Year 2018- Center for Career and Community Education (CCCE) I-Best CNA program
Program Year 2019- Oswego County Opportunities- Youth Mentoring, Supportive Services
Program Year 2020- Oswego County Opportunities- Youth Mentoring, Supportive Services

Other Information

• Useful Links
• Commonly Used Acronyms

Workforce Development Board, Inc. of Oswego County Useful Links
Meeting Minutes
•

https://drive.google.com/drive/folders/1pcJtcJziyM_vWcujjgBLVidOZ7ddCUOO

Annual Report
•

https://ww1.oswego.edu/obcr/workforce-development-board/annual-reports

Workforce Development Board
•

https://ww1.oswego.edu/obcr/workforce-development-board

Workforce Development Board Facebook
•

https://www.facebook.com/WDBofOswegoCounty

Subscribe to the Workforce Development Board Monthly Newsletter
•

https://visitor.constantcontact.com/manage/optin/ea?v=001fvsYq1N7yyslLOllLFAX8KTOWv-Ovlp3NXBWeeh7YbDYUKJsxTsFu3jZZBgFPkKTZPKTOODa4MUoNva40eUnW03p1Z3an3

WORKFORCE DEVELOPMENT FREQUENTLY USED ACRONYMS

AA
ABE
ABAWD
ACCES-VR
ADA

Affirmative Action
Adult Basic Education
Able-bodied Adult Without Dependents
Office of Adult Career and Continuing Education Services–Vocational Rehabilitation
Americans with Disabilities Act

BLS
BOCES

Bureau of Labor Statistics
Board of Cooperative Educational Services

CBO
CBT
CCC
CCS
CDS
CEO
CEU
CFA
CFR
CiTi
CLEO
CPS
CRT
CY

Community-Based Organization
Computer-Based Training
Cayuga Community College
Child Care Services
Career Development Services
Chief Elected Official
Continuing Education Unit
Consolidated Funding Agreement
Code of Federal Regulations
Center for Instruction, Technology & Innovation (Oswego County BOCES)
Chief Local Elected Official
Child Protective Services
Classroom Training
Calendar Year

DET
DEWS
DOL
DOLETA
DOT
DSS
DUA
DVOP
DW

Division of Employment and Training
Division of Employment and Workforce Solutions
Department of Labor
US Department of Labor Employment & Training Administration
Dictionary of Occupational Titles
Department of Social Services
Disaster Unemployment Assistance
Disabled Veterans Outreach Program
Dislocated Worker

ED
EEO
EITC
EO

Executive Director
Equal Employment Opportunity
Earned Income Tax Credit
Equal Opportunity

ES
ESL
E&T
ETA
ETPL
FBO
FEMA
FFFS
FLSA
FMLA
FOTA
FY

Employment Service or Employment Specialist
English as a Second Language (Oral Assessment)
Employment and Training
Employment and Training Administration
Eligible Training Provider List
Faith-Based Organization
Federal Emergency Management Agency
Flexible Fund for Family Services (Triple FS)
Fair Labor Standards Act
Family Medical Leave Act
New York State’s Financial Oversight and Technical Assistance office
Fiscal Year

GAO
GED

General Accounting Office
General Educational Development

H2A
HEAP
HSE

Agricultural Work Visa (common name)
Home Energy Assistance Program
High School Equivalency

IA
IEP
IT
ITA

Initial Assessment
Individual Education Plan
Information Technology
Individual Training Account

JOBS

Job Opportunity and Basic Skills Training Program

LCEO
LEP
LLSIL
LMI
LSR
LVER
LWDA
LWDB
LWIA

Local Chief Elected Official
Limited English Proficiency
Lower Living Standard Income Level
Labor Market Information
Labor Services Representative
Local Veterans’ Employment Representative
Local Workforce Development Area
Local Workforce Development Board
Local Workforce Investment Area

MOU
MSFW

Memorandum of Understanding
Migrant and Seasonal Farm Workers

NAICS
NAWB
NAWDP

National American Industry Classification System
National Association of Workforce Boards
National Association of Workforce Development Professionals

NCP
NEG
NGA
NWA
NYATEP
NYS
NYSCB
NYSDOH
NYSDOL
NYSED

Non-custodial Parent
National Emergency Grant
National Governors Association
National Workforce Association
New York Association of Training and Employment Professionals
New York State
New York State Commission for the Blind
New York State Department of Health
New York State Department of Labor
New York State Education Department

OAG
OCO
OCFS
OES
OGS
OI
OJT
OMB
OMH
OMRDD
O*NET
OOC
OPWDD
OSHA
OSO
OSOS
OTDA

Office of Attorney General
Oswego County Opportunities, Inc.
New York State Office of Children and Family Services
Occupational Employment Statistics
Office of General Services
Oswego Industries
On-the-Job Training
Office of Management and Budget (U.S.)
New York State Office of Mental Health
Office of Mental Retardation and Developmental Disabilities
Occupational Information Network
Operation Oswego County
New York State Office of Persons with Developmental Disabilities
Occupational Safety and Health Administration
One-Stop Operator
One-Stop Operating System
NYS Office of Temporary and Disability Assistance

PA
P-Tech
PY

Public Assistance
Pathways in Technology Early College High School
Program Year

RFB
RFP
RFQ
RR

Request for Bid
Request for Proposal
Request for Qualifications
Rapid Response

SIC
SNAP
SOC
SSA
SSDI

Standard Industrial Classification
Supplemental Nutrition Assistance Program
Standard Occupational Classification
Social Security Administration
Social Security Disability Income

SSI
STEAM
STEM
SWIB
SYEP

Social Security Income
Science Technology Engineering Arts and Math
Science Technology Engineering and Math
State Workforce Investment Board
Summer Youth Employment Program

TA
TAA
TABE
TAACCCT

Technical Assistance
Trade Adjustment Assistance
Test of Adult Basic Education
Trade Adjustment Assistance Community College & Career Training Grant Program

TANF
TAP
TASC
TEGL
TEN

Temporary Assistance for Needy Families
Tuition Assistance Program
Test Assessing Secondary Completion
Training and Employment Guidance Letter
Training and Employment Notice

UI
USDOL

Unemployment Insurance Compensation
United States Department of Labor

VETS

Veterans' Employment and Training Services

WARN
WDB
WDI
WDS
WE
WIA
WIB
WIOA
WOTC
W-P

Worker Adjustment and Retraining Notification Act
Workforce Development Board
Workforce Development Institute
Workforce Development System
Work Experience
Workforce Investment Act (1998)
Workforce Investment Board
Workforce Innovation and Opportunity Act (2014)
Work Opportunity Tax Credit
Wagner Peyser Act

Common Measures At-A-Glance

Oswego County Workforce Investment Area Performance Program
Common Measures – Six Indicators of Performance
Adult/DW/Y/WP/AEL/VR
Measures

1) Second Quarter Employment Rate
Education, Training or
Employment in Second
Quarter

2) Fourth Quarter Employment Rate
Education, Training or
Employment in Fourth
Quarter

Description
The percentage of program participants who are in unsubsidized employment
during the second quarter after exit from the program.
For Youth programs, the above performance measure has an expanded
description as follows: The percentage of program participants who are
in education or training activities, or in unsubsidized employment during
the second quarter after exit from the program.
The percentage of program participants who are in unsubsidized employment
during the fourth quarter after exit from the program.
For Youth programs, the above performance measure has an
expanded description as follows: The percentage of program
participants who are in education or training activities, or in
unsubsidized employment during the
fourth quarter after exit from the program.

3) Median Earnings

The median earnings of program participants who are in unsubsidized
employment during the second quarter after exit from the program.

4) Post-secondary Credential

The percentage of program participants who obtain a recognized postsecondary
credential, or a secondary school diploma or its recognized equivalent (subject
to clause (iii), during participation in or within 1 year after exit from the program.
Program participants who earn a secondary school diploma or its recognized
equivalent will only be counted if they have also obtained or retained
employment or are in an education or training program leading to a recognized
postsecondary credential within 1 year after exit from the program.

5) Achieving Measurable Skills Gains The percentage of program participants who, during a program year, are in an
education or training program that leads
to a recognized postsecondary credential or employment and who are
achieving measurable skills gains toward such a credential or employment.
Measured during program participation.
6) Effectiveness in Serving
Employers

Indicators of effectiveness in serving employers established pursuant to clause
(iv). NYS to determine.

Part 2 - Oswego County Workforce NY
Introduction

• Programs & Services
•
•
•
•

OCWNY Staff Contacts
WIOA System Structure
OCWNY Organizational Chart
About WIOA

Oswego County Workforce New York Career Center
Programs and Services
For Job Seekers:
•
•

•
•
•
•
•
•
•
•

•
•

Adult Basic Education
Customized Workshops
o Finances and Budgeting
o Job Search Strategies
o Managing Stress
o Mock Interviewing
o Networking
o Resume Preparation
o Salary Negotiations
o Transferable Skills
o And Others
Career Counseling
Classroom On-the-Job Training
Education and Training
English as a Second Language
High School Equivalency Courses
Job Placement Assistance
Job Search Resources
Resource Rooms
o Computers/Internet
o Copier Access
o Fax
o Phone
Resume Development
Tuition Assistance

For Businesses:
•
•
•

•
•
•
•

•
•
•
•
•
•
•
•
•
•

Accredited Testing Site
Applicant Screening
Assessment of Skill Sets
o Staff can customize an employment
assessment using the IBM Kenexa Prove
It! System to evaluate the skill sets of job
candidates
Career Center Space
Customized Training
Employer Outreach Services
Job Bank
o A computerized labor exchange network
designed to match employers with job
seekers
Job Matching
Labor Market Information
On-the-Job Training
Rapid Response Services
Recruitment Assistance
Registered Apprenticeship Opportunities
Specialized Services
Tax Credits and Employer Incentives
Trade Adjustment Assistance
Work-Based Training

For Young Adult Workers:
•
•
•
•
•
•
•
•
•

Career Exploration
Driver Education
Finding Employment
Incentive Program
o An opportunity to earn rewards for employment and training achievements
Mentoring
Summer Youth Employment Program
o Six to eight weeks of paid employment during the summer months for eligible youth age 14-24
Supportive Services
o Help with meeting employment and training needs (e.g. work clothing, document replacement fees)
Vocational Education
o Help with two years of post-secondary education to earn credentials (e.g. certificates, licenses) to
improve job prospects in the local economy
Work Experience
o Up to thirteen weeks of paid work experience to improve readiness and gain character references

Oswego County Workforce NY Contact List
Rachel Pierce
Director, One-Stop Center
Oswego County Workforce New York
Rachel.Pierce@oswegocounty.com

Elizabeth Barone-Kapuscinski
Senior Employment Specialist
elizabeth.kapuscinski@oswegocounty.com

Kim Sizemore
Senior Employment Specialist
kim.sizemore@oswegocounty.com

Jamie Jenks
Employment Specialist
jamie.jenks@oswegocounty.com

William Martin
Senior Accountant
william.martin@oswegocounty.com

Fulton Location

Mexico Location

200 North Second

100 Spring Street

Fulton, NY 1306

Mexico, New York 13114

Phone: 315-591-9000

Phone: 315-963-5263

Fax: 315-591-9047

Fax: 315-963-5263

Website: www.ocwny.org
*One-Stop Career Center *Associate Sites *Local Policies *RFP’s *Connect *Newsletter Sign-up
JOB SEEKERS: *Services for Job Seekers *Find a Job *Small Business/Entrepreneurs
*Additional Resources *Useful Links *Veterans
BUSINESSES: *Find Workers *Services *Small Business/Entrepreneurs
*Grants for Employers *Useful Links
YOUNG ADULT WORKERS: *Summer Youth Employment Program

WIOA System Structure
Workforce Development
Board, Inc. of Oswego
County (WDB)

CEO Chairman of the Oswego County
Legislature

Grant
Recipient

Designated
by CEO

Department of Social Services
(Commissioner of Social Services)

DSS, E&T Unit
(Coordinator of Client Services)

Audit Department
(Budget Analyst)

DSS, Financial Unit
(Director of Finance, Fiscal Agent)

Department of the Treasurer
(Treasurer)

Designated
by CEO

DSS, E&T Fulton
Senior Accountant

DSS, E&T Mexico

•
•

One Stop Operator (OSO)
(Zoë Vandermuelen,
Action Collaboration)

Certified by WDB with
approval of CEO

•

WDB
o Responsible for vision, strategic planning, budget, policy and monitoring
One Stop Operator
o Acts as the prime liaison between WDB and the service partners within
the system. Performs critical task of taking WDB policies, State and
Federal mandates, and translating them into actionable goals and
objectives for the partners.
Fiscal Agent
o Authorizes payments based on established procedures
o Involved in procurement and contract negotiation process
o Prepares fiscal reports

OCWNY Staff

Rachel Pierce
Director of Employment and Training

Kim Sizemore
Senior Employment Specialist

Elizabeth Barone-Kapuscinski
Senior Employment Specialist
Kelley Thurlow
Senior Computer Services
Assistant

Tiffany Renk
Employment Specialist

Zachary Griswold
Employment Specialist

Linda MacDougall
Employment Specialist

Denise Stepien
Employment Specialist

Alexis Cummins
Typist

Katelind Petro
Employment Specialist

Adele Cronk
Employment Specialist

Hope Williams
Typist

Meghan Edwards
Employment Specialist

Lisa Cashel
Employment Specialist

Jamie Jenks
Employment Specialist

Courtney Lamb
Employment Specialist

Mary Ferry
Employment Advisor

vacant
Employment Advisor

Workforce Innovation and
Opportunity Act (WIOA) of 2014


WIOA offers an integrated and comprehensive range of services consisting of workforce
development activities benefitting employers, job seekers, and communities.



WIOA is designed to:


Increase access to and opportunities for the employment, education, training, and support
services needed for individuals to succeed in the labor market



Improve the quality and labor market relevance of workforce investment



Provide individuals with the skills and credentials necessary to secure and advance in
employment with family-sustaining wages



Provide employers with the skilled workers needed to succeed in a global economy



Increase the prosperity of workers and employers/businesses



Provide workforce investment activities that increase participants’ employment, retention, and
earnings



Support the alignment of workforce investment, education, and economic development systems
for a comprehensive, accessible, and high-quality workforce development system

Operational

•
•
•
•
•
•
•
•
•
•
•
•

WIOA Budget
WIOA Training Plans
Primary Indicators of Performance
Career Services
Workshops & Computer Classes
Training Services
WIOA Youth Program Elements
WIOA Youth Program Element Providers
Special Services for Young Adults
Business Services
Additional Services
System Partners

WIOA Budget for Program Year 2021

PY 2021
(7/1/21 - 6/30/22)

PY 20 Carry in

PY 21
Allocation

PY 21 Total
Available

Wage & Fringe
#

Operating
Expenditures *

Operating
Total

Operating
Total Training
Total as % of and Supportive
Services
Balance
Availability

Adult

$57,627.00

$341,924.00

$399,551.00

$180,500.00

$29,500.00

$210,000.00

52.6%

$189,551.00

Youth

$190,401.00

$383,205.00

$573,606.00

$205,250.00 XX

$40,390.00

$245,640.00

42.8%

$327,966.00

Dislocated Worker

$57,459.00

$316,988.00

$374,447.00

$157,750.00

$18,600.00

$176,350.00

47.1%

$198,097.00

Admin

$27,799.00

$115,790.00

$143,589.00

$97,500.00

$26,250.00

$123,750.00

86.2%

$0.00

DW-TET PY 18

$14,861.00

$0.00

$14,861.00

$4,145.00

$0.00

$4,145.00

27.9%

$10,716.00

ER-NDWG

$18,478.22

$0.00

$18,478.22

$2,030.22

$0.00

$2,030.22

11.0%

$16,448.00

$366,625.22

1,157,907.00

1,524,532.22

$647,175.22

$114,740.00

$761,915.22

65.8%

$715,614.00

Total
*****

includes staff work exp w/f
XX $36,500
this is based on
6/30/21 obligations
******

# Based on a
Fringe rate of
58%

* Based on last 24
month average
with a 1.5%
increase

$19,839.00

Workforce Innovation and Opportunity Act Training Plan
Adult, Dislocated Worker & Youth Programs PY2021 Funds
Program Year 2021 (July 1, 2021- June 30, 2022)

ADULT FUNDING
Training Service

Planned Funding Level

Individual Training Accounts (ITA's)

$

86,995.00

Planned Service Level
43

On-The-Job Training (OJT)

$

83,110.00

25

Customized Training

$

3,000.00

5

Supportive Service

$

14,163.00

47

Other Intensive Services (Metrix)

$

5,950.00

90

Customer Training: (computer classes)

$

4,500.00

50

Total

$

197,718.00

260

DISLOCATED WORKER FUNDING
Training Service

Planned Funding Level

Individual Training Accounts (ITA's)

$

107,629.00

Planned Service Level
31

On-The-Job Training (OJT)

$

86,566.00

23

Supportive Service

$

12,492.00

45

Other Intensive Services (Metrix)

$

3,740.00

67

Customer Training: (computer classes)

$

6,000.00

36

Total

$

216,427.00

202

YOUTH FUNDING
Training Service

Planned Funding Level

Occupational skills & ITA's

$

60,124.00

33

Paid Work Experience (PWE & PSPWE)

$

220,918.00

62

Supportive Services

$

17,385.00

119

Mentoring - OCO Contract

$

44,843.00

Total

$

*Occupational skills & ITA's includes portion of Metrix contract

343,270.00

Planned Service Level

47
261

WIOA
Training
Plans –
PY 2021

Performance Measure

Goal

Adults
Second Quarter Employment Rate

69.5%

Fourth Quarter Employment Rate

68.5%

Median Earnings

$5,400

Credential Attainment

45.5%

Measurable Skill Gains

45.5%

Dislocated Workers
Second Quarter Employment Rate

67.5%

Fourth Quarter Employment Rate

67.5%

Median Earnings

$6,600

Credential Attainment

28.5%

Measurable Skill Gains

45.5%

Youth
Second Quarter Employment Rate

54.7%

Fourth Quarter Employment Rate

59.3%

Median Earnings

$3,100

Credential Attainment

63.5%

Measurable Skill Gains

50.5%

Primary
Indicators of
Performance
– PY 2021

Basic Career Services

Career
Services

• Determination of Eligibility
• Initial Assessment
• Information on training providers
• Assistance with unemployment insurance benefits claims
• Labor market information
• Information on workforce system, partner agencies, and community
programs
• Job Skills workshops

Individualized Career Services
• Comprehensive assessment
• Career planning
• Employment plan
• English Second Language and Education training services
• Financial literacy
• Group or individualized counseling
• Job search/out-of-area job search assistance and relocation
assistance
• Short-term prevocational services/training

Follow-Up Services

Included Career Services

Career Exploration
•Help decide
what you want to
strive for
•See the indemand
occupations in
our area
•Discover of all the
opportunities that
you have for the
future

Job Search Tips &
Tricks
•Learn all the
different ways to
discover current
openings &
postings

Resume
Preparation
Assistance
•Learn how to
format a resume
•Create a resume
from scratch or
update an old
one

Cover Letter
Writing
•Learn how to be
clear & concise
with your skills

Interview Question
Preparation &
Mock Interviews
•Preparation is the
key to success
during an
interview

Workshops & Computer Classes



Ready, Set, Go to Work



Introduction to Computers



Resume Writing



Internet Job Search



Effective Interviewing



Microsoft Word



Social Media & Your Job Search



Microsoft Excel



Cover Letter Writing



Microsoft PowerPoint



Understanding Civil Service



QuickBooks



Over 40 & Hired

Vocational Training
•Obtain scholarship funding for up to $8,000
•Earn a certificate, license, or degree in 24 months or less for an in-demand
occupation
Metrix e-Learning

Training
Services

•Self-paced learning for every skill & industry
•24/7 access for 6 months
•Take as many courses as you want in whatever area you are interested in
•Take courses leading to industry certifications
On-the-Job Training
•Obtain permanent employment and earn while you learn
•Employer will be reimbursed 50-100% of wages during training period, up to 13 weeks
Apprenticeship
•Earn while you learn
•Work and attend schooling in various fields
Supportive Services
•Assist with funding for required books, equipment, tools, clothing, or shoes for training
or employment
•Fees for exams, certifications, or licenses required for training or employment
•Transportation assistance, based on eligibility, may include bus passes, milage
reimbursement, auto repairs, registration fees, insurance payments

WIOA Youth Program
14 Elements
13. Local
Labor
Market
Information

14.
Postsecondary
Preparation &
Transition
Activities

1.
Tutoring/Study
Skills,
Instruction
and Drop-out
Prevention

2.
Alternative
Secondary
Education

12.
Entrepreneurial
Skills Training

Case Management

4.
Occupational
Skills Training

Objective Assessment
Individual Service Strategy
Prep for Postsecondary
Education/Employment

11.
Financial
Literacy
Education

3. Paid and Unpaid
Work Experience, OJT,
Pre-Apprenticeship,
Job-shadowing,
Internship, Summer
Employment

5. Education
offered
concurrently
with
workforce
preparation

10.
Comprehensive
Guidance and
Counseling
9. Follow
Up
Services

8. Adult
Mentoring

7.
Supportive
Services

6. Leadership
Development

Paid Work Experience
•13-week training program on a worksite to gain skills
•Earn a paycheck while you learn
•Apply skills to future employment

Special
Services for
Young Adults

Drivers Education
•Includes learners permit and drivers license fees
•Attend drivers education individual lessons & 5-hour course

Mentoring
•Receive 1-on-1 support from a Case Management Assistant
•Build character & competency
•Focuses on personal needs (ex: childcare, housing, transportation,
benefits)

Supportive Services
•Assistance to obtain copies of birth certificate & social security card
•Purchasing necessities for interviews & employment, including
clothing, shoes, tools & equipment

Job postings
•On the New York State Job Bank
•Shared on Social Media
•Distributed to clients
•Computerized job matching

Recruitment & hiring events

Business
Services

•Large Job Fairs
•Held on site or at the Career Center

Applicant screening & pre-employment testing
•Review resumes/applications & interview potential candidates
•Proctor pre-employment testing on site or at the Career Center

On-the-Job Training
•Receive 50-100% wage reimbursement for training period of up to 13 weeks
•Available for new hires or incumbent workers promoted with a minimum 5%
wage increase

Provide information for:
•Tax incentives
•Wage and wage supplements
•Layoff aversion funding
•Specialized grants
•Small business development

Additional Services at OCWNY
Trade Adjustment Assistance (TAA)




Provides benefits and support to workers who
become unemployment, or are threatened
with job loss, due to the impact of
international trade

Department of Labor


Available benefits and services:


Job training



Income support payments



Job search and moving allowances



Tax credit to help pay for health insurance



Wage supplement if age 50+





Reemployment Services for Unemployment
Insurance Benefits Recipients


Support the development of an individual
reemployment plan



Customized career and labor market information



Integration and access to WIOA and other
resources to support claimant’s return to work

599 Training Program


Claimants can continue to receive benefits while
attending an approved training program and
not be required to meet work search activity
requirements



Must apply and meet eligibility criteria

Self-Employment Assistance Program


Claimants can continue to receive benefits while
starting their own business



Must apply and meet eligibility criteria

OCWNY One-Stop System Partners


Workforce Development Board of Oswego County



Oswego county Employment and Training



Oswego County Department of Social Services



New York State Department of Labor



Cayuga Community College



Career Employment Services (CES) of Oswego Industries



CiTi BOCES



Oswego County Opportunities



Adult Career and Continuing Education Services – Vocational
Rehabilitation (ACCES-VR)

Other Information

• Social Media
• Useful Links
• One Stop Center Newsletter

Follow Us on Social Media
Facebook


Oswego County Workforce New York



Oswego County Youth Works

LinkedIn


Oswego County Workforce New York

Twitter


Oswego County Workforce New York

Oswego County Workforce New York Useful Links
Oswego County Workforce New York
• www.ocwny.org
Oswego County Workforce New York Facebook
• https://www.facebook.com/Oswego-County-Workforce-New-York205848426170310
Subscribe to the OCWNY Monthly Newsletter
• https://ocwny.org/connect/
WIOA Policies
• https://ocwny.org/about/local-policies/
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Job Search, Vacation and Travel Tips
Don’t let the title be misleading. Your job
search should not be on vacation! If you
have ever taken a vacation it’s easy to
compare your job search to a summer
vacation trip. Most employees value their
time and devote hours to planning their
vacation. Job seekers should spend as much
or more time on something as important as
their job search. The search will last much
longer than a vacation. Let’s look at where
that time should be spent planning your job
search.
 Research Your Destination – What type

of work are you looking for? Most job
seekers don’t plan their destination.
Without knowing what type of job
you’re looking for you could wander
aimlessly, going nowhere and getting
lost. Research the job market and assess
your skills to narrow down the type of
work you’re seeking. Focus your job
search on finding that type of work for
at least 2 – 3 months. Then if you don’t
reach your destination you can change
your travel plans and look for something
different.

 Assess Your Means of Travel – How are

SPECIAL POINTS
OF INTEREST:
 Oswego County
Workforce New York
has computer labs for
updating your resume
and searching for jobs.
 Many workshops are
available to assist you
with your job search.
 Our staff are ready to
help you!

AN OSWEGO COUNTY WORKFORCE
NEW YORK NEWSLETTER

you going to reach your destination?
Most job seekers start looking for work
without considering what they need to
take on their trip. Take some time to
assess your skills and abilities as this is
what employers want to buy. They don’t
care where you’ve worked, they want to
know what you can do. Be sure to
include skills on your applications and
your resume. In your cover letters,
make it easy for the employer to see you
in the position by matching the skills
that you have with those that the
employer has mentioned they’re looking
for in their job posting.

200 NORTH SECOND STREET
FULTON, NY 13069
www.ocwny.org
ocwny@oswegocounty.com

 Develop a Budget – How much is your

vacation going to cost? Most job searchers
underestimate the time it takes to look for
work. If you’re receiving unemployment,
you can’t afford to wait until the 23rd week
of receiving benefits to start your job
search - you’re going to run out of money.
Statistics show that the average job seeker
can take 4 – 6 months to land a new job.
Are you prepared financially to survive that
long while you find a new job? You may
have to reassess how far you’re willing to
travel for a job or what type of work you’re
willing to accept.

 Pack Your Bags - What do you need to take

on your trip? Develop your job search tools
and keep them in a portfolio. Job searching
in today’s market means that you need
your resume in multiple formats. You will
need your resume in a printed version on
good bond paper and electronic formats
that include an e-mail version and a text
only version for on-line applications on an
employer’s web site. Make sure you have
samples of cover letters that you can adapt
to each position you’re applying for. In
your portfolio you should also include
copies of your GED, high school diploma or
any certificates for training that you have
received. Be sure to contact references and
have a printed list of their names and
contact information available ready to
present to employers when they ask.

Planning a trip can be fun but once that
vacation is over, all you have left are the photos
and the memories. Job searching can be
frustrating but with good preparation you
could land a job that will provide for your
family, bring in income, and be rewarding for
years to come. If you need help planning your
job search, stop in to the Oswego County
Workforce New York Career Center and let the
tour guides help you. Have a good trip!!!

PHONE
TTY
FAX
FAX

315-591-9000
315-591-9247
315-591-9009
315-591-9024

Connect for Success, Volume 21, Issue 8

Plan For Your Career
Success
Is your career on track—or
stalled? If you’re not headed in
the right direction, it’s your
responsibility to change things.
Follow these steps to jump-start
your progress:
• Write your next performance
review today. Figure out where
you want to be a year from now
by imagining what your next
evaluation would say if you
achieved everything you want.
This will help you narrow your
priorities and motivate you to
focus on what’s important.
• Examine your strengths and
weaknesses. Take a good look at
what you contribute to your
organization’s success and where
you could do more. Record your
accomplishments throughout the
year, and look for common
denominators. This will you
determine where to focus your
efforts.
• Talk to your boss. Discuss your
goals and your workload with
your own manager. Find out what
his or her priorities are, so you
don’t waste time on irrelevant
activities—and to demonstrate
your commitment to the
organization’s needs.

Give yourself a Job Review
From time to time, you may want to give
yourself a job performance appraisal. It
may help you prepare for a formal review
by your supervisor, if your employer
conducts these regularly. It could also help
you see yourself as your supervisor sees
you—and, thus, enable you to decide
whether putting in for a promotion or
raise is justified. At the very least, it can
give you a feeling about areas you need to
shore up to make you worthy of a better
job or a pay increase in the future.
• Write it down- A self-appraisal will
work best if you put it in writing. List
your strengths and successes, your
failures and weaknesses. Put your first
draft aside for a day or two and come
back to it, until you are satisfied that
you have touched all bases.
• Be honest -To make such an appraisal
worthwhile, you have to be honest
with yourself. You have to look at
yourself critically. Making excuses or
glossing over faults will render the
exercise meaningless, a waste of time.
• Be fair– Don’t be hard on yourself.
You should make allowances for
circumstances beyond your control—
as your supervisor probably would.
Changing conditions or unforeseen
developments could make it hard to
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meet target dates. Don’t let yourself off
the hook too easily, either.
Here are the kinds of questions you should
be asking yourself:
1. How have you been doing your job?
Have you lived up to your supervisor’s
(and your own) expectations? Have
you accomplished what your job
descriptions calls for? Did you accept
the responsibilities and fulfill them?
2. How did you do on major, specific
assignments? Did you comply with all
requirements? Did you meet all
deadlines? Did you have to be
prompted or reminded to get going?
3. Have you improved on the job, learned
additional skills and taken on greater
responsibilities?
4. What can — or should — you do in the
future to improve your job
performance? Be specific.
After you are finished, ask your supervisor
for a few minutes for a private discussion
of your job performance. See if his/her
appraisal matches yours. If it does, you
may be ready for bigger and better things.
If it doesn’t, you may want to do some
rethinking about what you can do about
any shortcomings he points out.

Prepare Work Objectives That Work
Written work objectives can clarify
employee tasks and eliminate
misunderstandings over expectations and
performance. You can’t dash them off in a
few minutes, though. Follow these tips for
crafting work objectives that get the right
message across:
• Think about your department as
whole. When writing objectives for a
specific job, spend time examining how
the job affects your department and the
people in it—and the larger organization.
Make sure your objectives address those
needs.
• Think about the individual employee.
What kinds of skills and experience will a
person need in order to carry out these
objectives? Additional training may be
necessary to fulfill those needs.
• Consider the importance of the task.
Why is a particular objective important to

the department? The organization? The
individual employee? Think about the
outcomes you’re looking for and the
value the action creates. Make sure these
are clear to anyone who looks at your
written objectives.
• Include measurement in the
objectives. How will you and other
people be able to tell that the objectives
have been accomplished? Think about
factors such as speed, quality, expense,
and so on. Which factors are most
important? Be as concrete as possible.
• Share your objectives. Get input from
the employees who actually do the work.
Are the objectives you’ve written clear
and realistic? Get feedback from other
managers and your own boss. Make sure
the objectives you’ve developed fit your
organization’s goals and also make sense
to the members of your workforce
responsible for carrying them out.
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Oswego County Workforce New York Workshop Schedule
Mon

Tue

Wed

Thu

Fri

2

3
9:00-12:00 OCO ERAP Clinic

4

5
2:00-4:00 Intro to Computers

6

9

10
9:00-12:00 OCO ERAP Clinic
2:00-3:00 Metrix

11
9:00-4:00 Word

12

13

16

17
9:00-12:00 OCO ERAP Clinic

18
1:00-2:00 Social Media
2:00-4:00 Internet Job Search

19
2:00-3:00 Effective Interviewing

20

23

24
9:00-12:00 OCO ERAP Clinic
2:00-3:00 Metrix

25
10:00-12:00 Effective Resume
1:30-3:00 TTW

26
9:00-4:00 Excel

27

30

31
9:00-12:00 OCO ERAP Clinic

For more information
or to sign up, please
call — 315-591-9000

Workshop Descriptions:

EFFECTIVE COVER LETTER-This workshop offers

best practices to craft an effective, professional cover letter
while avoiding the common pitfalls that can make hiring
managers groan.
EFFECTIVE INTERVIEWING-Suggestions to prepare
for a successful job interview and interview phases will be
discussed.

EFFECTIVE RESUME WRITING-An intro to resume

development where the tips and tools to develop a resume and
cover letter will be discussed.
INTERNET JOB SEARCH-Learn to research employers,
advantages and disadvantages of job banks and upload, copy
and paste your resume into online applications. Email address
& electronic resume required.
INTRODUCTION TO COMPUTERS-Develop a new
skill and learn the basics of using a Personal Computer. Learn
about windows, the mouse, files and more. Email address &
resume requested but not required.
METRIX-An online learning system with a large catalog of
courses and assessments. Customers can choose a goal job,
assess their skills, and the system will then suggest courses.
MICROSOFT EXCEL-Learn to move around spreadsheets
and how to enter data. Begin with simple formulas and move on
to auto-sum and functions. Skills taught include filter,
formatting and charts.
MICROSOFT WORD 2016-Learn how to work efficiently
with Word to build your skills. Emphasis is placed on how to
type a resume. Skills include formatting, spellcheck, managing
bullets and graphics.

OVER 40 & HIRED-Discuss the many positive contributions

made by mature experienced workers, review the hiring process
as well as marketing strategies in a highly competitive job
market.
POWERPOINT 2016-Learn how to build a presentation.
Skills include changing colors and background, adding text and
graphics, transitions, animations, sound and packaging the
presentation to share.
QUICKBOOKS 2014-Not just an accounting program,
QuickBooks is used by front desk, customer service and sales.
Learn the basics of accounts receivable, accounts payable,
inventory and reports.
READY SET GO (TO WORK)-How to look for work, the
hidden job market, selecting the best resume format, cover letters,
discussion time for any questions.
SOCIAL MEDIA-This workshop will go through some social
media platforms and how they can be used to enhance your job
search process through privacy tools, online presence, company
research and creating your personal online network.
TICKET TO WORK (TTW)- These sessions will assist SSDI
and SSI beneficiaries in learning how working will affect cash
benefits payments and medical insurance coverage.

UNDERSTANDING THE CIVIL SERVICE SYSTEMGet a better understanding of how to obtain employment with
local and state governments and school districts.
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Did You Know...
Did you know...that Oswego County’s average unemployment rate for June 2021 was 6.0%? This was a increase from the
May 2021 rate of 5.4%.
Did you know...that we are on LinkedIn? To view job postings and other information go to www.linkedin.com and search for
Oswego County Workforce New York.
Did you know…that we are on Facebook? To view job postings and other information go to www.facebook.com and search
for Oswego County Workforce New York.
Did you know…that we are on Twitter? To view job postings and other information go to www.facebook.com and search for
Oswego County Workforce New York.
Did you know...that you can visit www.mybenefits.ny.gov to determine eligibility for assistance programs, health insurance,
and tax credits?
Did you know...that you should have different versions of your resume if you’re looking for work in more than one field?
Update and customize your resume for each new position.
Did you know...that we have staff to help you in your job search if you receive SSI/SSDI? Stop in and see Lisa to learn more.

Partner Agencies/Websites
Oswego County Opportunities
www.oco.org
Oswego County BOCES
www.citiboces.org
Cayuga Community College
www.cayuga-cc.edu
_____________________________________

www.indeed.com

Indeed.com is a new type of job search engine
which pulls job listings from a variety of
sources—such as America’s Job Bank,
syracuse.com and monster.com. Click on
Advanced Search to narrow your results by
keyword, location and full or part-time.

To see our most recent events and recruitments follow us on Social Media!
•

Oswego County Workforce New York

•

Oswego County Youth Works (Ages 16-24)

•

Oswego County Workforce

•

New York

Oswego County Workforce

New York

Please call or see the front desk attendant for more information.
→

Local employers need YOU to help fill job openings in the following occupations: Transportation, Health Care,
& Manufacturing/Trades
If you’re interested in training or a scholarship, see your caseworker or call Mary at (315) 591-9026 or email
her at mary.ferry@oswegocounty.com

Oswego County Workforce New York is an equal opportunity employer/program.
Auxiliary aids are available upon request to individuals with disabilities.

