Human Resources Director – Sample A (2010)


JOB SUMMARY:  The Human Resources Director is responsible for providing overall strategic HR leadership to [CHC].  This includes planning, organizing, implementing, evaluating and directing the various human resources functions, including, but not limited to employment, compensation, benefits, policies and procedures, legal compliance, payroll and other employee services.  The Human Resources Director supervises the Human Resources Generalist position.

DUTIES AND RESPONSIBILITIES:
1.
Lead, plan, organize, implement and evaluate the human resources activities for the organization.

2.
Maintain compliance with federal employment, state employment, EEO and civil rights laws, rules and regulations. 
3.
Administer and monitor the organization’s compensation program, including position classification, maintenance of accurate job descriptions, performance management, and wage and salary structure including participation in regular wage and salary surveys.  Create and maintain personnel budget information for all employees in coordination with the Finance Department.
4.
Maintain the [CHC] Employee Handbook and the Human Resources section of the [CHC] Policy and Procedure manual and educate/advise management and other staff of the applicable rules, policies and procedures.

5.
Oversee daily activities performed by Human Resources Department staff.
6.
Responsible for recruitment, including design, layout and placement of all recruitment advertising, conducting screening and preliminary background assessment of all new employees and any pertinent status change for existing employees.  Responsible for provider contracts.
7.
Assess and oversee all employee benefits including eligibility and application.  Responsible for assessing annually the quality and cost effectiveness of the benefits package and communicating changes to employees.

8.
Maintain and update all programs and policies related to [CHC]'s workplace safety and health law and how it is to be carried out at [CHC]. 
9.
Analyze human resources data and make recommendations to reduce absenteeism, turnover, and other adverse employment related trends; increase longevity and overall staff satisfaction.

10.
Remain current concerning professional standards and practices in the human resources field.


MINIMUM QUALIFICATIONS:
1.
Bachelor's degree in Business Administration, Human Resources or related discipline and five years experience in Human Resources including three years in senior level/director position with supervisory responsibilities; or equivalent combination of education and experience. 
4.
Effective communication skills both orally and in writing.

5.
Knowledge of federal and state employment and labor laws.
6.
Excellent time management and problem solving skills. 

7.
Ability to positively interact with the public and all levels of employees. 

8.
Ability to work unsupervised and be involved in several duties at one time. 
PREFERRED QUALIFICATIONS:
1.
Master's degree in Business Administration, Human Resources or related discipline.

2.
PHR or SPHR Certification

3.
Bilingual English/Spanish


TYPICAL PHYSICAL DEMANDS:

1.
Occasional standing, walking, lifting, reaching, kneeling, bending, stooping, pushing and pulling.

2.
Occasional lifting and/or moving up to 25 pounds.

3.
Frequent sitting.

4.
Manual dexterity.

5.
Good reading eyesight and vision for close work.

6.
Ability to communicate by speaking and hearing in person or on the phone.


COMMENTS:

This description is intended to describe the essential job functions and the essential requirements for the performance of this job.  It is not an exhaustive list of all duties, responsibilities and requirements of a person so classified.  Other functions may be assigned and management retains the right to add or change the duties at any time.


