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JOB TITLE: EXECUTIVE ADMINISTRATOR HUMAN 

RESOURCES 

DIVISION HUMAN RESOURCES 

�� SALARY SCHEDULE/GRADE: II, GRADE 14 

JCPS WORK YEAR: AS APPROVED BY BOARD 

NfW, Revised: 

07/28/2021 

10/26/2022 

Submitted: 

07/27/2021 

10/25/2022 

FLSA STATUS: EXEMPT 

JOB CLASS CODE: 8419 

BARGAINING UNIT: CLAS 

SCOPE OF RESPONSIBILITIES 

Provides leadership to the Employee Services function of the Human Resources division. Oversees the Benefits, 
Welcome, and Leave Centers, ensuring high-ql!lality customer service and consistent application of programs, 

policies, and procedures. Chairs the District's ADA committee. Oversees the District's evaluation program by 

providing expert counsel to leaders across the District related to performance issues. i-l1::1ffiaA Rese1::1rees QivisieA 
aAs s1:i1313eFts U:ie (;Rief .ef i-lt:1ffiaR Rese1:irees; 13laAs, er§aAizes aAs iffl13leffieAts Al:lffiaA Fesel:lFEes systeffis 

(iAEll:lSiA§ el:lt Ast lifflites te se13aFtffieAtal ffietFiE5, effl13leyee eYal1:iatieA systeffis, Al:lffiaA Fese1::1Fee iAfoFffiatieA 

systeffi effieieAEy, Eress sistriet systeffi ali§AffieAt, aAs effl13leyee eAeeaFSiA§ e#iEieAe,4. 

PERFORMANCE RESPONSIBILITIES & EVALUATION CRITERIA 

Establishes and maintains a strong, positive working relationship with HR staff, central office staff, and school 
Principals to support the performance of the HR staff 

Monitors the processes of the HR se13aFtffieAt Employee Services function for effectiveness, efficiency, and quality 

assurance 

Oversees special projects of the HR department ensuring project design, implementation and quality assurance 

Assures compliance with Employee Services' policies and procedures and MeAiteFs Al:lffiaA rese1:irees 13elieies aAs 

13reees1:ires aAs makes recommendations as necessary for effective operations of the District and compliance with 

federal, state, and local laws and regulations 

Oversees the District evaluation system training and monitoring 

Serves as a point of contact for customer services for the HR department 

AAal]'2'es, iAter13rets, 13re13ares, sistrie1:ites, aAs ffiaiAtaiAs tAe Distriet'sjee seseri13tieAs, er§aAizatieAal EAaFts aAs 

relates files Advises on job analysis related items on job descriptions and makes recommendations as necessary. 

Prepares and presents reports as requested 

Res13eAss te e13eA reeerss reei1::1ests, Fflesia iAei1::1iries, a1:isit reei1:iests, aAs I-IR relates iAEjl:liries 

Represents HR on district and community committees 

Completes all trainings and other compliance requirements as assigned by the designated deadline 

Provides oversight of Employee Services function by establishing processes, procedures, policies, and workflow 

Manages department budget and invoice processes 

Analyzes data results to establish trends, identify opportunities and determine areas of concern 

Monitors changes in regulations to make certain all Employee Services programs remain in compliance 

Serves as the HR department's Professional Development contact 

Manages staff in daily operations of programs 

Provides appropriate training and development for staff 





Revised: 

10/26/2022 

Submitted: 

10/25/2022 

JOB TITLE: 

DIVISION 

SALARY SCHEDULE/GRADE: 

WORK YEAR: 

FLSA STATUS: 

JOB CLASS CODE: 

BARGAINING UNIT: 

EXECUTIVE ADMINISTRATOR HUMAN 

RESOURCES 

HUMAN RESOURCES 

11, GRADE 14 

AS APPROVED BY BOARD 

EXEMPT 

8419 

CLAS 

SCOPE OF RESPONSIBILITIES 

Provides leadership to the Employee Services function of the Human Resources division. Oversees the Benefits, 

Welcome, and Leave Centers, ensuring high-quality customer service and consistent application of programs, 

policies, and procedures. Chairs the District's ADA committee. Oversees the District's evaluation program by 

providing expert counsel to leaders across the District related to performance issues. 

PERFORMANCE RESPONSIBILITIES & EVALUATION CRITERIA 

Establishes and maintains a strong, positive working relationship with HR staff, central office staff, and school 

Principals to support the performance of the HR staff 

Monitors the processes of the Employee Services function for effectiveness, efficiency, and quality assurance 

Oversees special projects of the HR department ensuring project design, implementation and quality assurance 

Assures compliance with Employee Services' policies and procedures and makes recommendations as necessary 

for effective operations of the District and compliance with federal, state, and local laws and regulations 

Oversees the District evaluation system training and monitoring 

Serves as a point of contact for customer services for the HR department 

Advises on job analysis related items on job descriptions and makes recommendations as necessary. 

Prepares and presents reports as requested 

Represents HR on district and community committees 

Completes all trainings and other compliance requirements as assigned by the designated deadline 

Provides oversight of Employee Services function by establishing processes, procedures, policies, and workflow 

Manages department budget and invoice processes 

Analyzes data results to establish trends, identify opportunities and determine areas of concern 

Monitors changes in regulations to make certain all Employee Services programs remain in compliance 

Serves as the HR department's Professional Development contact 

Manages staff in daily operations of programs 

Provides appropriate training and development for staff 

Provides counsel to District leaders regarding performance issues and concerns 

Provides reasonable accommodations under the Americans with Disabilities Act including conducting conferences 

and providing expert counsel to employees and administrators in all areas of ADA compliance 

Evaluates staff as assigned 

Other duties as assigned by supervisor 

PHYSICAL DEMANDS 
















































