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ASSISTANT ADMINISTRATIVE DIRECTOR FOR HUMAN RESOURCES

The Assistant Administrative Director for Human Resources, under the direction of the Administrative Director for Personnel Relations interfaces, as necessary, with all college administrators regarding personnel policies and procedures.  The Assistant Administrative Director will be involved with communication with SUNY, the State Education Department, the county civil service office and other external governmental agencies to ensure compliance with applicable federal, state and local laws, regulations, and policies.  The duties of this position include:

1.
Assists the Director with the day to day administering of the process of all employee hiring and termination transactions.

2.
Provide general assistance to the Administrative Director for Personnel Relations, when requested, for day to day administration of all employee benefit programs, including but not limited to health insurance, retirement, unemployment insurance, and workers compensation.

3.
Supervision of the personnel office, including maintenance of the personnel database, time and leave accruals, historical information, and employee applications.

4.
Overseeing the assignment and deployment of civil service personnel, arranging for desk audits and reclassifications, facilitating promotions and terminations, etc.  Maintaining civil service personnel files and scheduling of respective evaluations.

5.
As assigned by the Director, investigating complaints of improper employee conduct and recommending appropriate disciplinary proceedings.

6.
Assisting with employee training regarding performance of duties and with assuring compliance with college policies including policies on discrimination, sexual harassment, affirmative action, and alcohol and drug use.

7.
Advising college students assigned to intern in the Office of Human Resources and, through direct involvement and assignment of duties, assisting them in their development of practical management, human resource and labor relation skills.

8.
Assisting in the preparation of duty statements and position advertisements for recruiting and selecting new employees.

9.
Conducting staff development sessions, at the direction of the Administrative Director for Personnel Relations, and managing the orientation and professional development programs for all civil service employees, as well as developing and maintaining an employee handbook.

10.
Actively participating in the implementation of the SCT Banner software system for Human Resources and acting as the Leader in reporting status to the implementation team.

11.
Such other related duties as designated by the Administrative Director for Personnel Relations.

Minimum qualifications for this position are a bachelor’s degree with five or more years of related experience in labor relations, personnel management and/or human resources.  As an exempt management confidential position, compensation will be at grade 32 of the County management salary scale.
