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CIVIL SERVICE & ORGANIZATIONAL DEVELOPMENT MANAGER

	Department:  Human Resources
	FLSA:  Exempt

	Job Class #:  272500
	Represented:  No

	Pay Range:   0E05 
	

	
	


Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION:  This is highly responsible management, administrative and supervisory work managing various major functions within the Human Resources Department, including but not limited to:  civil service management, organizational development and training, recruitment, compensation and classification.   The position requires considerable interaction with other County departments, boards and commissions, other governmental jurisdictions and the general public.  Work is performed independently under general direction. This position reports to the Human Resources Director and is accountable to the Pierce County Civil Service Commission as required. 

ESSENTIAL FUNCTIONS:

· Organize, coordinate and manage the operations of assigned Human Resources divisions.

· Administer and manage the Civil Service merit system for employees of the Sheriff's Department; perform the duties of the Chief Examiner as provided in Civil Service Rule 4.3, Chief Examiner, including but not limited to recruitment, testing, selection procedures, and legal process administration.

· Administer and manage a county-wide training and organizational development program, including strategic planning, development and implementation of long- and short-term plans, curricula design and evaluation, training methods and materials, automated training and information systems, and required record-keeping.
· Supervise and coordinate activities of assigned staff; determine work procedures, prepare work schedules and determine methods for expediting workflow; assign, review and approve the work of subordinate staff; conduct performance evaluations and develop performance measures and standards.

· Interpret, apply and ensure consistent interpretation of a wide variety of rules, procedures, and federal and state laws.
· Prepare annual budgets, monitor budget expenditures, and authorize purchases and expenditures within budget allocations. 
· Represent Human Resources Department and assigned functions to the organization; may make presentations to County department management, employees, other governmental jurisdictions and community representatives.
· Serve as liaison between the Human Resources Department and boards or commissions.  

· Develop and negotiate contracts/agreements with vendors or consultants for professional services provided to the County in assigned areas; monitor contract compliance and performance.   

· Ensure effective communication with county departments and staff to facilitate and ensure adherence to policies and procedures.

· Effectively persuade, inform, educate, train, solicit information, motivate, facilitate and direct a wide variety of individuals or groups.

· Establish and maintain effective working relationships with County officials, employees and the general public.

· Maintain regular, predictable and punctual attendance during regularly scheduled work hours.

· Meet travel requirements of the position.
ESSENTIAL FUNCTIONS:  (continued)
· Perform the physical requirements of the position; work within the established working conditions of the position.

· Work a flexible schedule, which may include evenings, weekends and holidays.
OTHER JOB FUNCTIONS
· Perform other job functions as assigned.

SUPERVISION RECEIVED AND EXERCISED:  The Civil Service & Organizational Development Manager works under the general direction of the Human Resources Director and is accountable to the Civil Service Commission.  Work is reviewed periodically through conferences and observation for fulfillment of Human Resources Department goals, program objectives, and compliance with governing laws and regulations and overall results obtained.  The ​​​​​​​​​​​​​​​ Civil Service & Organizational Development Manager  has full supervisory responsibility for assigned employees.
WORK ENVIRONMENT:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.  The Civil Service & Organizational Development Manager typically works in an office environment on a daily basis.  Incumbents may be required to work at a desk or other work station for prolonged periods; constant attention to detail is required.  Ability to concentrate with frequent interruptions and general office noise is required.  Incumbents may be required to travel to various work locations.

PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions.  Physical activities required are finger dexterity necessary to operate equipment used in the position, talking, seeing and hearing.  Walking, sitting, bending/stooping, pushing/pulling and minimal unassisted lifting associated with the job duties is required.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of:

· Principles and practices of public administration, organization, personnel management and modern supervisory practices. 

· Modern human resource management practices related to assigned position duties. 

· Federal, state and local laws, ordinances, resolutions, executive orders and other legislative actions as they pertain to human resource management and assigned position duties.

· Practices, principles and methods of needs assessment, program evaluation and modification. 
Skill in:

· Exercising discretion and ensuring confidentiality of sensitive information.  

· Developing a team and enhancing a teamwork approach to meeting goals and objectives.  

· Use of independent judgment and effective decision-making in the application of a wide variety of laws, policies and procedures and in effective problem-solving.

· Reading, speaking and writing in English using correct grammar, syntax and expression.  

· Making public presentations and developing materials in a variety of media.  

KNOWLEDGE, SKILLS AND ABILITIES:  (continued)
Ability to:

· Effectively supervise, plan, direct, coordinate and evaluate the activities of subordinates.  

· Exercise sound independent judgment in the application and interpretation of laws, regulations, rules and County policies and practices. 

· Plan, develop and set program goals; plan and establish operational procedures; anticipate and implement changes as needed.

· Effectively plan, develop and implement a variety of human resource management programs assigned to the position, including program goals, needs assessment and evaluation.
· Analyze situations quickly and objectively and determine a proper course of action; use appropriate independent judgment to make decisions of technical, management and/or administrative nature.

· Develop and implement appropriate operating procedures and rules related to assigned programs.  

· Conduct conferences, presentations or meetings and teach/instruct others.  

· Conduct a wide variety of human resource management functions, such as job analyses, salary surveys, test development, training development, needs assessment and  make appropriate recommendations for implementation.
· Determine needs and develop appropriate and effective training and development programs. 

· Establish and maintain effective working relationships with department managers and employees.

· Use current information technology and software related to the administration and management of training programs.
· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
· Communicate effectively verbally and in writing to audiences of various social, cultural, ethnic, educational and economic backgrounds.
· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
MINIMUM REQUIREMENTS TO APPLY:   Graduation from a four-year college or university with major course work in personnel management,  industrial relations, public or business administration, industrial psychology, human resources management or a closely-related field and four or more years of professional personnel management experience directly related to the duties of the position is required .  Additional professional experience will substitute for the educational requirement on a year-for-year basis.

SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:   A valid Washington State driver’s license may be required when travel is required of the position.
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