Human Resources Director – Sample B (2010)


Overview:
Under the general direction and supervision of the Executive Director, this position oversees, implements and directs all Human Resources related activities, including provider recruitment.  
Minimum Qualifications:
Education

Bachelor’s Degree in Human Resources, Business Administration, or related field.  
Experience 
Three years professional experience as a Human Resources Generalist or equivalent.  Cultural competence in working with diverse populations.  
Essential Functions:

1. Provides guidance to executives, managers, supervisors and employees on various human resource issues and employment laws.

2. Plans, develops and implements key strategic systems and programs related to recruitment, selection, classification, compensation and mediation.

3. Interprets and generates personnel policies and procedures; responds to requests for information and assistance from management and employees.

4. Oversees and implements provider recruitment activities including: advertising, screening applications, interviews, site visits and job offers.  
5. Evaluates external and internal employment processes; provides technical assistance to ensure compliance with related federal and state regulations.

6. Maintains the classification system by implementing processes to ensure compliance with applicable laws and regulations, and plan compensation surveys to determine annual market range adjustments.

7. Acts as primary point of contact and investigate and resolve complex personnel issues, such as employee grievances, sexual harassment and discrimination issues, and other work related complaints and concerns.

8. Oversee the recruitment and advertisement of vacant positions.

9. Prepare corporate flyers and correspondence for recruitment.

10. Oversees screening, interviewing and selection of job applicants.

11. Assists in the selection and of new hires; oversees new employee orientation process.

12. Oversees and maintains personnel records and human resources related files.

13. Oversees and administers, in coordination with finance office, employee benefits.

14. Oversees and administers staff credentialing and privileging.

15. Oversees and implements employee retention, morale, welfare activities.

16. Oversees, implements, assists management, analyzes and reports on compliance and effectiveness of corporations’ human resource activities.

17. Attends, participates in and reports on community meetings.

18. Plans, with other management, employee training.

19. Visits and distributes information to community agencies.

20. Reports and monitors employee worker compensation filings/claims.

21. Complies with center’s policies and procedures.

22. Participates in meetings.

23. Performs other duties or tasks as assigned by the Executive Director.

Knowledge, Skills and Abilities

Demonstrated professional experience in office procedures

Demonstrated professional experience in supervision of staff.  
Technically proficient computer skills with Microsoft Office Suite (Word, Excel, PowerPoint).   

Thorough knowledge of common office equipment (copier, fax, printer, etc.).

Excellent oral and written communication skills.  

Ability to organize and prioritize tasks. 

Ability to work under pressure and meet deadlines. 

Strong analytical and attention to detail skills.

Strong decision-making and problem solving skills.

Ability to work independently and as a team member. 
Experience using Abra HRIS preferred.  
Position is based in [CITY]; however, position responsibilities may require travel both within the [AREA]. Use of personal vehicle is required for travel; therefore, a valid driver’s license, proof of auto insurance and registration is required.  Position may require working occasional evenings and weekends.

Supervision:
  This position has supervisory responsibilities
Immediate Supervisor:         Executive Director
Physical Demands/Working Conditions:


General office/clinic conditions are pleasant; good, clean working conditions where accident and hazards are negligible; requires short periods of moderate lifting, pushing or pulling objects up to twenty pounds. Clear diction and acute hearing are necessary for effective communication with the staff and public.  
OSHA Classification Category III: tasks that do not involve exposure to blood, body fluids and tissues and the worker can decline to perform tasks which involve perceived risks without retribution.

