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Attachment V

ASSISTANT VICE PRESIDENT FOR EMPLOYEE RESOURCES

The Assistant Vice President for Employee Resources serves as the personnel and labor relations officer for the College and reports to the Vice President for Business and Financial Affairs.  The position coordinates, as necessary, with all college administrators regarding personnel policies and procedures and requires communication with SUNY, the State Education Department, the county civil service office and other external governmental agencies on personnel and labor relations matters.  The primary responsibilities of this position are as follows:

1.
Oversees all employee hiring and changes in employment status.

2.
Serves as the lead administrator for negotiating collective bargaining agreements with bargaining units; 
3.
Handles grievances (through arbitration) and other employee complaints relating to working conditions and contract items.  
4.
Administers all employee benefit programs, including but not limited to health insurance, retirement, unemployment insurance, and workers compensation.

5.
Manages orientation and professional development of all civil service employees, and coordinates with appropriate administrative offices for the orientation and professional development of faculty and management.

6.
Supervises the personnel office, including maintenance of the personnel data base, time and leave accruals, historical information, and employee applications.

7.
Oversees the assignment of civil service personnel, including filling vacancies, coordinating transfers, arranging for desk audits and reclassifications, facilitating promotions and terminations, maintaining civil service personnel files and scheduling evaluations.

8.
Investigates all complaints of improper employee conduct and institutes appropriate disciplinary proceedings.

9.
In conjunction with the College General Counsel, provides employee training regarding sexual harassment, affirmative action, alcohol and drug use and interviewing and hiring techniques, among other topics.

10.
Assists in the preparation of duty statements and position advertisements and recruiting for positions, including insuring appropriate diversity in applicant pools.

11.
Develops and maintains an employee handbook.

12.
Serves as a member of the President’s cabinet and executive council.

13.
Performs such other related duties as directed by the Vice President for Business and Financial Affairs.
Minimum qualifications for this position include a Bachelor's degree in an appropriate discipline with at least 15 years of relevant experience.  Master's degree preferred.  Prior experience with institutions of higher education or public entities preferred.  
