Title of Position:
Human Resource Manager

BASIC FUNCTIONS:
Under the direction of the Human Resources Director, provide technical and supervisory direction to the Human Resources Division staff and serves as a key advisor to the Human Resources Director for planning, organization, development and administration of uniform human recourses policies, procedures, and programs.  Work requires technical advice and decision making in all areas of human resources administration, labor relations, training programs, risk management and relevant local, State and Federal regulations. 

REPRESENTATIVE DUTIES:

Review, analyze and administer human resources programs such as the position classification and compensation plan, policies and procedures, recruitment and selection, employee development, affirmative action, wellness and other programs; recommend improvements. 

Develop and recommend comprehensive proposals for new programs or major revisions or existing programs to enhance the efficiency, effectiveness and quality of work force and work environment; implement or oversee implementation of proposals; participate on a variety of committees related to employee programs. 

Manage the labor relations program; administer three collective bargaining agreements; investigate and resolve grievances or arrange mediation/arbitration; formulate management strategy for collective bargaining; analyze union demands and represent management in contract negotiations; contract labor negotiations services as needed. 

Manage the risk management program; administering three insurance programs: health care program, worker's compensation program and general liability program. 

Review, analyze and administer the Americans with Disabilities compliance plan as the Organizations Coordinator. 

Advise department managers, division supervisors and employees in interpretation and application of human resources policies and procedures; provide technical expertise on human resources management related issues. 

Administer the operations of the Human Resources Division. Develop internal work procedures to assure consistent, quality human resources services; prepare division budget; monitor and control division expenditures in accordance with budget and policies.

Plan, organize, review and evaluate the work of human resources staff; train staff in technical aspects of the job; recommend and implement decisions to hire, place discipline and terminate staff. 

Establish and maintain close communication and liaison with departments/division or employee committees on departmental concerns and other related human resources activities; obtain cooperation and sensitivity resolve interpersonal problems through the application of communications and interpersonal skills. 

Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

Principles and practices of human resources administration including recruitment and selection, classification and compensation, job analysis, benefits administration, labor relations, training and relevant local, State and federal regulations.

Organizational rules, regulations and procedures.

Process and procedure for cost/benefit evaluation and analysis of various human resources programs.

Qualifications and characteristics of wide various occupations.

Research techniques and source and availability of information.

Program budgeting, financial management and short and long range planning concepts and principles.

Correct English language, grammar, spelling, punctuation and vocabulary.

Use of a computer terminal and word processing software.

Technical record-keeping techniques and requirements.

Interpersonal skills using tact, patience and courtesy.

Oral and written communication skills.

ABILITY TO:

Interpret policies and procedures, analyze complex problems and adopt an effective course of action.

Interpret directives and use initiative and professional judgment in applying directives to the work at hand.

Plan, implement and evaluate programs.

Compile records, correspondence, studies, analyses and other management information.

Establish and maintain effective working relationships with staff and the clients.

Gain the cooperation of others in sensitive, emotional or hostile situations.

Supervise and evaluate work performance; provide direction and feedback to employees.

Create and design innovative human resources programs and systems which anticipate and respond to organizational issues.

Effectively and persuasively communication, both verbally and in writing, and promote the plans and programs of the Human Resources Division to managers and employees.

Analyze and develop creative and innovative solutions to technically complex human relations problems.

Maintain confidentiality of critical records and information.

Meet schedules and time lines.

Work independently with little direction.

Positively and effectively interact with diverse individuals to accomplish a common goal.

Physically perform the essential job functions.

Work courteously and tactfully with customers and employees.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: bachelor's degree in business or  human resources management, psychology, industrial relations, political science or a related field and five years progressively responsible experience administering human resources functions of an organization; master's level work in any of the above fields 

LICENSES AND OTHER REQUIREMENTS:

Valid State driver's license.

WORKING CONDITIONS: ENVIRONMENT:

Office environment; travel to a variety of locations to perform work and/or attend meetings as required.

PHYSICAL ABILITIES:

Sitting and standing for extended periods of time; walking; bending at the waist; dexterity of hands and fingers to operate a computer terminal; hearing and speaking to exchange information in person or on the telephone; seeing to read and analyze complex data.

EMPLOYEE GROUP DESIGNATION:  
Non-Represented

FLSA DESIGNATION:


Exempt

