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ADMINISTRATIVE DIRECTOR FOR PERSONNEL RELATIONS
The Administrative Director for Personnel Relations provides expert consultation, assistance and/or direct administration of Human Resources for the College.  The position reports to the Vice President for Business and Financial Affairs.  Additionally, the Administrative Director for Personnel Relations must be an experienced HR professional, providing strategic vision, leadership and management of this function.  Areas of responsibility include the oversight of the Office of Human Resources and its staff.  The Administrative Director for Personnel Relations is also responsible for institutional initiatives related to increasing and maintaining diversity within the College community and fostering equal opportunity for faculty and staff.  Additionally, the Administrative Director for Personnel Relations is responsible for:
1.      Overseeing the process of all employee hiring and termination transactions. 

2.
Human Resources policy development and implementation.

3.
Overseeing HR database management.

4.
Overseeing the development of the staff orientation program and training and development programs.

5.
Overseeing the maintenance of official personnel records.
6.
Serving as the College compliance officer for affirmative action, for Americans with Disabilities Act, for the Drug-Free Workplace Act, and for any other lawfully mandated regulations falling within the scope of human resource management.
7.
Serving as a member of the President’s Cabinet and Executive Council.

8.
Serving as the lead administrator for negotiations (in conjunction with Legal Affairs) with bargaining units and for handling grievances, employee appeals related to working conditions and contract items, and human rights complaints.

9.
Overseeing the investigation of all complaints of improper employee conduct and instituting appropriate disciplinary proceedings.

10. Assuring that the HR office provides necessary employee training regarding performance of duties and assuring compliance with college policies which cover individual rights, sexual harassment, affirmative action, as well as alcohol and drug use.

11. Overseeing the preparation of duty statements and position advertisements for recruiting and selecting new employees.  

12. Assuring that the HR office conducts staff development sessions, at the direction of the President and the Vice President for Business and Financial Affairs, and manages the orientation and professional development programs for all civil service employees, as well as developing and maintaining an employee handbook.  

13. Serving as College personnel records access officer and as chairperson of the Professional Assistant Classification Committee.  

14. Assessing, developing, implementing and monitoring College goals and activities as determined by the President and the Vice President for Business and Financial Affairs, and with input from the Diversity Advisory council as it relates to faculty and staff recruitment and retention.  

15. Providing information to the Diversity Advisory Council to assist with the development of recommendations as it relates to faculty and staff recruitment and retention (i.e. Utilization Analysis Reports).  

16. Such other related duties as designated by the President and the Vice President for Business and Financial Affairs.

Minimum qualifications for this position are a master’s degree with eight or more years of related experience in labor relations, personnel management and/or human resources.  Prior supervisory experience is also required.  Additional required knowledge, skills and abilities include knowledge and understanding of best practices in human resource management, effective HR principles and practices; knowledge and understanding of employment and labor laws and regulations; demonstrated abilities in areas of diversity and equal opportunity; demonstrated capacity to interact effectively with broad constituencies and a diverse community; an effective negotiator and problem solver; excellent oral and written communication skills; and demonstrated supervisory and management skills.  In addition to being computer literate, it is expected that the incumbent will have experience with the implementation of an enterprise software system.
As an exempt management confidential position, compensation will be at grade 34 of the County management salary scale.

