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VALENCIA COUNTY

JOB DESCRIPTION
The following statements are intended to describe the general nature and level of work being performed.  They should not be considered an exhaustive list of all responsibilities, duties and competencies required in the position.

JOB TITLE:


Human Resources Director

DEPARTMENT:

Administration

JOB CODE:


401-A4-01

PAY STATUS:

FLSA-Exempt

PAY RANGE:


DOQ


DEADLINE TO APPLY:
First review of applications January 20, 2012, then weekly until filled.
JOB SUMMARY:

Provides leadership and support to managers and employees on a range of strategic and day-to-day human resource issues.  Develops internal operating systems, training and procedures in accordance with the county’s policies and procedures, and participates in the design and development of the County’s human resources polices.  Employees in this position are considered confidential.
DUTIES AND RESPONSIBILITIES:

1. Oversees the recruitment and employment process for the county.  Assists managers with the quality control of the employment process providing guidance and assistance with all aspects of the selection process.  

2. Coordinates and assists with the processing of paperwork related to employee compensation documentation and payroll.  Coordinates employee background checks, physicals, drug tests and documentation for certificates.

3. Researches employee relations issues and policy infractions, assists managers in preparing disciplinary action to ensure proper procedures and documentation are in accordance with all applicable federal, state and county regulations.  

4. Conducts internal investigations and resolves disputes; responds to EEOC charges. Advises County Staff & Elected official in handling of claims.  Attends or provides for representation of the County at personnel related hearings and investigations.
5. Prepares and reviews documentation for personnel hearings or charges for the county attorney and hearing officer.

6. Represents and/or assists management in negotiating collective bargaining agreements, mediation and arbitration proceedings.  Drafts proposed contract language, assembles negotiated contracts.  Assists in resolving labor disputes and grievances.
7. Administers the employee retirement program to include processing retirements with PERA and providing research and problem resolution for employees.

8. Develops, coordinates and conducts new employee orientation.  Performs training as appropriate and initiates and develops specific training and associated activities.

9. Researches, surveys and analyzes recruitment and retention issues as appropriate.

10. Prepares reports and summaries and makes recommendations for action.

11. Maintains the employee personnel files.

12. Serves as HIPPA privacy officer and ADA coordinator.
13. Serves as a member of the Safety Board to investigate accidents and provides advice and guidance to administrators where appropriate.

14. Oversees and directs the development and administration of the Human Resources Department Annual budget.
15. Performs other miscellaneous job-related duties as assigned.


MINIMUM EDUCATION AND EXPERIENCE REQUIRED:

· Bachelor’s Degree and 7 years of experience directly related to the position and college level course work or certificate in Human Resource Management, 3 of which must be in a supervisory capacity.
· Knowledge of principles of human resource management and public personnel practices.

· Knowledge of federal and state employment laws and regulations, and public sector employment policies and procedures.

· Knowledge of recruitment principles, methods, techniques and resources.

· Knowledge of affirmative action and equal employment principles, concepts and methodology.

· Ability to make administrative and procedural decisions and judgments on sensitive, confidential issues.

· Skill in examining and re-engineering operations and procedures, formulating policy, and developing and implementing new strategies and procedures.

· Record maintenance skills.

· Ability to communicate effectively, both orally and in writing.

· Ability to investigate and analyze information with regard to confidential personnel and disciplinary matters
LICENSURES AND CERTIFICATIONS REQUIRED:

- Valid New Mexico driver’s license.
OTHER CONDITIONS OF EMPLOYMENT:

· No history of felony 
WORKING CONDITIONS:
Work is typically performed in an interior office environment.

Work involves minimal exposure to physical risk.

Little or no significant physical effort required to perform duties.

PRE-EMPLOYMENT REQUIREMENTS:

1. Interview

2. Criminal record check.

3. General employment background check.

4. Driving record check.

5.
Pre-employment physical and drug test.

I hereby affirm that I have received a copy of the position specifications listed above; I acknowledge that it is my responsibility to familiarize myself with the duties and expectations of the position described.

Applicant: ______________________________
Date: _______________________
VALENCIA COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER


