


JOB TITLE DIVISION REPORTS TO 
DIRECTOR HUMAN RESOURCES OPERATIONS SERVICES CHIEF OPERATIONS OFFICER 

    

 

    

SALARY SCHEDULE & GRADE LENGTH OF WORK YEAR DATE 

I I, GRADE 14 260 DAYS NOVEMBER 25, 2013 

    

 

SCOPE OF RESPONSIBILITIES 

Provides leadership, general oversight and direct supervision and direction to management of the district’s Human 

Resources programs and activities including employment, compensation, negotiations, employee relations, employee 

benefits, and employee assistance. 

 

PERFORMANCE RESPONSIBILITIES 

 1. Provides general oversight and direction to personnel services and employee relations programs in the district. 

 2. Formulates and recommends Human Resources policies for the district. 

 3. Determines and recommends employee relations/contract administration practices necessary to establish a 

positive employer-employee relationship and to promote a high level of employee morale. 

 4. Provides leadership and general direction to the process of job design, job evaluation and performance appraisal 

program. 

 5. Provides leadership and direction to wage and hour compliance, compensation schedules and procedures and 

related policies. 

 6. Provides leadership and general direction to manpower forecasting activities including recruiting and placement 

practices and procedures. 

 7. Provides leadership and general direction to the district’s employee benefits programs and services, employee 

assistance programs and pre-employment physical capabilities screening activities. 

 8. Defines the district’s Human Resources programs and ensures that duties, areas of authority/responsibility and 

accountability are understood and that effective coordination of the activities within the Division are accomplished. 

 9. Performs other duties as assigned by the Chief Operations Officer. 

 

PHYSICAL DEMANDS 

The work is primarily sedentary.  It requires the ability to communicate effectively using speech, vision and hearing.  The 

work at times requires bending, squatting, reaching with the ability to lift, carry, push or pull light weights.  The work 

requires the use of hands for simple grasping and fine manipulations.   

 

MINIMUM QUALIFICATIONS 

 1. Bachelor's Degree 

 2. Five (5) years successful experience in human resources, personnel and/or employee relations field 

 3. Diverse combination of education, certification, and experience in the Human Resource field 

 

DESIRABLE QUALIFICATIONS 

 1. Broad general successful experience in human resources management 

 2. Generalist background with broad knowledge of employment, compensation, organizational planning, employee 

relations, employee benefits, employee assistance programs and employee training 

 3. Demonstrated ability and experience leading a Human Resources department 

 4. Demonstrated ability to supervise employees 

 5.  Knowledge of practices and regulations guiding the employment process and employment law 
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