Human Resources Director – Sample D (2011)


GENERAL RESPONSIBILITIES

Provides strategic direction for corporate human resources programs.  Responsible for overall administration, development and coordination for all HR functional areas:  employee relations, compensation, recruitment and staffing, insurance and benefits, training and development, employment equity programs, student/volunteer program, personnel policies and legal compliance. Provides human resources management consultation.  Staffs Personnel Committee of the Board.  

ESSENTIAL DUTIES

1. Plan and direct activities of the HR department.  Supervise the HR Specialist.

2. Develop, implement and administer various human resources policies and procedures.  Maintain the Employee Handbook.  Prepare policy revisions as appropriate and present to the Executive Director and Personnel Committee in preparation for Board action.  Develop and implement training and/or procedures to facilitate maximum compliance.

3. Consult with and advise management and supervisors on problem-solving, discipline, and other issues related to human resources.  Approve disciplinary actions and exercise care that reasons are well documented and are not arbitrary or discriminatory.
4. Respond to employee relation issues such as employee complaints, harassment allegations, and civil rights complaints.

5. Overall responsibility for development, implementation, and administration of compensation programs: 

a. General Staff compensation plans.  Administer job evaluation plan and grade classification, which includes reviewing and assisting supervisors in development and revision of job descriptions to correctly classify and place positions into the pay structure.  Conduct wage and salary surveys as needed for specific positions and at least once every three years for all positions.  Monitor performance evaluation program for longevity and merit considerations and revise as appropriate.  Annually recommend to Executive Director and Chief Financial Officer revisions to the pay structure and merit percentage increases.  

b. Clinician compensation plans.  Administer the Pharmacist, Physician, Midlevel (Nurse Practitioners and Physician Assistants) and Dentist compensation plans.  Annually review salaries against relevant labor market data.  Recommend adjustments to pay scales as appropriate.  Responsible for the maintenance and distribution of clinician compensation plan documents.  Work closely with Chief Financial Officer to appropriately reflect changes to incentive plans and minimum standards due to fee increases or formula changes.

6. Maintain an effective recruitment program.  Plan and coordinate recruitment and advertising campaigns for difficult to fill positions. Work with supervisors to implement strategies to attract quality applicants.  Provide guidance to supervisors in the filling of vacancies and assist with interviewing and screening applicants as appropriate.  

7. Annually review employee insurance and benefit plans.  Assess needs of the corporation and the cost/value of insurance and benefit plans.  When appropriate, work closely with broker to negotiate or solicit competitive bids from vendors.  Analyze responses and recommend changes to plan design and/or vendors.  Communicate changes to employees.

8. Manage open enrollment period during the 4th quarter of each year.  Prepare and distribute information and enrollment materials regarding benefit plan updates, mileage reimbursement rate for upcoming year, and payroll program options and updates.  Conduct or arrange for employee presentations as appropriate.  

9. Arrange for quarterly pension plan enrollment meetings.  Ensure all eligible participants receive summary plan descriptions.  Retain copies of names of eligible participants and signatures of employees participating in meetings.  Enter employee elections online.  

10. Administer workers' compensation program.  Provide training and direction to supervisors and employees with regard to proper health procedures and completion of appropriate paperwork.  Monitor claims and work with insurance carrier.

11. Overall responsibility for design and administration of new employee orientations.  Develop and present human resources information at the administration orientation.   Develop and present customer service information at the corporate orientation.

12. Identify corporate supervisor training needs and conduct or arrange training, with input and assistance from various management personnel.  Maintain records of participation.

13. Submit the EEO-1 and VETS 100 report annually.  Analyze labor market data with labor force information.  Make recommendations to recruiting policies and procedures to ensure appropriate labor force diversity.

14. Arranges for completion annually of the Affirmative Action Plan.

15. Maintain and administer comprehensive policies and procedures governing the utilization of students, residents, trainees and volunteers.  

16. Keep up-to-date on employment industry trends and federal and state employment legislation.  Maintain compliance with all federal and state employment regulations. 

17. Respond to and represent the corporation in all unemployment claims. 

18. Responsible for human resources information systems, including the HR database, credential database, employment vacancies database, and the student/volunteer database.  Administer “shared files” for use by authorized Administration personnel. Compile reports from databases as appropriate.  

19. Responsible for development and administration of employment contracts.

20. Overall responsibility for the performance appraisal program, student/volunteer program, exit interviews and production of user-friendly forms and summary reports.

21. Provide staff support to the Personnel Committee of the Board, i.e. coordinate with Chairperson and Executive Director on agenda setting, prepare and distribute minutes, attend to meeting logistics, etc.

22. Prepare and submit site applications to the National Health Service Corp (NHSC) for selected positions or vacancies.  Assist employees receiving or applying for NHSC assistance with required documentation as it pertains to the organization.    

MARGINAL DUTIES

1. Assure that required notices are posted in compliance with state and federal law.


2. Research and access external consultants on employment and training related issues, as needed, in collaboration with the Executive Director.

3. Serve as a trustee for the pension plan.

4. Participate as an active member of Corporate Leadership team.


5. Serve as a committee member of the corporate Safety Committee.

6. Any other related job duties, as assigned by supervisor.

PERFORMANCE CRITERIA
1. Personnel policies and procedures are always compliant with appropriate state and federal laws.

2. Works effectively and relates well with others, including other management staff, employees and the general public.  Exhibits a professional manner in dealing with others and works to maintain constructive working relationships.

3. Communicates effectively both verbally and in writing.  

4. Confidentiality is strictly maintained, no exceptions.

5. Advice provided to supervisors and managers regarding human resources issues, including disciplinary issues, is sound and well thought out.  

6. Complaints and allegations are responded to in an expeditious manner, as appropriate.

7. Compensation plans are internally equitable and externally competitive and support strategic goals.

8. Salary surveys are conducted in a timely manner for each pay program.

9. Clinician compensation plan documents are kept current and distributed in a timely manner to clinicians upon plan changes.

10. Supervisors have an adequate supply of qualified applicants to select from for vacant positions. 

11. Employee insurance and benefit plans are reviewed annually.  Recommended changes are consistent with strategic goals.   

12. All eligible employees are enrolled into the pension plan and receive required summary plan descriptions.  Records of meeting attendance are always maintained.   

13. The EEO-1 and VETS 100 reports are accurate and are submitted by the stated deadline.

14. Personnel-related paperwork is always processed in an efficient and timely manner.

15. Unemployment claims are responded to in a timely manner.

16. Logistics of Personnel Committee meetings are performed efficiently and in a timely manner.


17. Site applications for the NHSC are complete and submitted in a timely fashion.

18. The Human Resources Director’s attitude, demeanor, and behavior is always supportive of the management.
19. Telephone, e-mail, and written inquiries to the Human Resources Director are responded to in a timely fashion.


20. Work is completed in a timely, accurate, and thorough manner. 

21. Evidence of training needs identification and implementation.

SUPERVISION AND EVALUATION

Supervised and evaluated by the Executive Director.

MINIMUM QUALIFICATIONS

1. Bachelors degree in Human Resources Management or related field.

2. Four (4) or more years exempt-level human resources generalist experience.  


3. In-depth knowledge of employment laws and other government compliance regulations, both state and federal.


4. Excellent computer applications knowledge and skills, including word-processing, spreadsheet, and related.


5. Excellent verbal and written communication skills.


6. Excellent interpersonal skills.


7. Organized, efficient, and industrious worker.

8. Strong analytic and problem-solving skills.

9. Ability to objectively coach employees and management through complex, difficult, and emotional issues.

10. Ability to organize and prioritize work. 

PREFERRED QUALIFICATIONS

1. Previous managerial or supervisory experience.  


2. Not-for-profit organization or health care management background.

3. Senior Professional in Human Resources (SPHR) certification.

