Human Resources Director – Sample C (2010)


SUMMARY
The Human Resources Director is a senior management level position with overall authority and responsibility for the following areas:  Directs and coordinates human resources activities, such as employment, labor relations, compensation, benefits, training, and employee services by performing the following duties personally or through other employees.

ESSENTIAL DUTIES AND RESPONSIBILITIES 

Oversees all aspects of employment contracts including format, design, legal review, tracking, compliance and issuance.  Monitors performance, schedules and scope of staff for contract compliance.  Ensures consistency and standardization of contract language and terms and identifies necessary changes or updates.

Responsible for the assessment and oversight of all employees benefits including eligibility and application.  Responsible along with CFO for assessing annually the quality and cost effectiveness of the benefits package.  Responsible for communicating changes to employees.

Responsible for the management of the compensation structure and conducting compensation surveys to ensure that the salary and benefits for [CHC] employees are fair and equitable. Works with the CFO in making any compensation adjustments and communicating changes to employees.  

Responsible for recruitment, including providing this resource to other administrative and department heads as necessary and requested.  Responsible for the design, layout and placement of all mass media recruitment advertising.  Conducts screening and preliminary background assessment of all new employees and any pertinent status change for existing employees.

Keeps record of insurance coverage for eligible employees and personnel transactions such as hires, promotions, transfers, performance reviews, and terminations.  Maintains staff profiles including licensing, annual credentials review, and individual employee information updating.

Coordinate volunteers for the Center and assists the departments by assuring paperwork is in order, including an application, orientation, and safety training.  Helps place volunteers with departments.  Keeps time records of volunteers for grant reporting purposes.

Insures compliance with all Federal and State labor, EEO and civil rights laws, rules and regulations.  Serves as technical resources to other [CHC] managers and supervisors on this topic and exercised the final authority for compliance issues.

Responsible for the tracking and reporting of employee injuries to OSHA and Worker’s Compensation.  Assists managers in determining light duty for employees and proper compensation.

Responsible for the upkeep of all Human Resources systems tracking including salary, date of hire, turnover rates by department, etc in coordination with the Payroll department.

Responsible for orientation of new employees, communicating benefits package, pension plan, policies of the organization as they relate to Human Resources and completion of required paperwork.

Serves as a consultant to management on HR issues, investigations and grievances.  Has final review authority for all agency personnel actions for regulatory compliance, legality and consistency with governing agency policies and procedures.

Serves as primary interface for the [CHC] for labor related matters.  Any matters requiring legal counsel will be discussed with the ED prior to contacting the attorney.  Represents the Center at all official labor related actions.

Responsible for the development and annual review, and maintenance of all HR policies and procedures, making changes as required.  Serves as a non-voting member of the Board of Directors Personnel Committee.  Responsible for advising and recommending personnel rules and policy.  Responsible for promulgating actions taken by Personnel Committee and approved by the full Board, to staff. 
NON-ESSENTIAL DUTIES AND RESPONSIBILITIES
Serves as the Center’s United Way Coordinator

Serves as active member on committees relating to employee issues, i.e., QI Committee, Employee Recognition Program Committee.

Performs other job related duties. 

SUPERVISORY RESPONSIBILITIES

Received:  Works under the direction of the Executive Director.  Supervision is received through personal conference, general observation, work in progress, and occasional review by supervisor of completed work.

EDUCATION and/or EXPERIENCE  
A bachelors degree in human resources, health related, social science or business administration field and five years of full-time appropriate experience.

SKILLS AND KNOWLEDGE REQUIRED

Knowledge of personnel and operational policies and procedures.

Skill in working with multiple demands.

Skill in developing subordinates and providing leadership.

Strong organizational skills and oral/written communication.

Strong computer skills.

Must handle all matters confidentially

PERSONAL QUALITIES/ABILITIES

Ability to prioritize workload, work under pressure, and meet requirements and deadlines.

Ability to work independently.

Ability to work effectively with medical and administrative staff, and others contacted in the course of work.

PHYSICAL DEMANDS  The work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit and talk or hear, write and type.

WORK ENVIRONMENT The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  

