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         Classification Description

DIRECTOR OF HUMAN RESOURCES
Department:
Human Resources






FLSA: Exempt
Job Class #:  
057000







Represented: No
Pay Range:
0E11
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 complex and diverse administrative and management work with responsibility for planning, organizing and directing the activities of a major department characterized by programs affecting all County departments.  Responsibilities include developing and implementing policies, procedures and practices to assure the recruitment, selection and retention of employees based on merit; the development of a career service; promotion on the basis of demonstrated ability; and compensation and practices which will keep the County system competitive.  General areas of responsibility include: records retention and management; recruitment, examination and certification of applicants; classification and compensation administration; organizational development and training; civil service for Sheriff’s employees; labor relations; collective bargaining; benefits design and administration; and equal employment opportunity.  Reports to the Chief of Staff. Work is performed with considerable latitude for independent judgement, decision-making and action and is reviewed through conferences, reports, and results achieved.

ESSENTIAL FUNCTIONS
Directs the development and maintenance of responsive personnel policies, procedures and systems to respond to emerging federal, state and local issues, to address County goals and objectives and to respond to trends and developments in the field of personnel management.  

Directs the review and maintenance of the Administrative Guidelines for the Career Service, applicable sections of the Pierce County Code, Civil Service rules and regulations and other policies and procedures.  Directs or monitors the operations of all areas of responsibility.

Directs the development and maintenance of a position classification system which is current, responsive to the changing needs of departments, and which properly reflects the duties and responsibilities of the various classifications.  Requires the maintenance of current class specifications for all County employment classifications and directs a program to review and consider classification concerns and requests presented by employees.

Directs the creation and maintenance of individual employee personnel and medical files including providing for information dissemination consistent with confidentiality and privacy rights of employees and Washington State statutes on public records access and release.  Ensures records retention in accordance with federal and state statutes and County policy.  

Directs the development and maintenance of a compensation plan consistent with federal and state equal pay statutes and which places the County in a competitive position to attract and retain highly skilled employees. Uses techniques of job analysis, salary surveys other appropriate techniques to revise and update individual classification allocations to the compensation plan. Provides a system for appraising employee performance, fair and equitable advancement through the pay plan including merit pay as appropriate and procedures for addressing compensation issues on initial appointment, promotion, demotion, layoff, rehire, transfer and related actions.

Provides staff support for the Pierce County Personnel Board and Civil Service Commission for Sheriff’s Employees for day-to-day matters and during appeal and grievance hearings.  Ensures all meetings are appropriately recorded.

Directs the development and maintenance of the County’s labor relations policy, procedures and systems including collective bargaining, contract administration, employee representation and planning to address adverse employment actions.  Recommends labor relations policy and approaches to collective bargaining to the County Executive.  May have direct dealings with the County Executive, Pierce County Council, Public Employment Relations Commission, labor representatives, represented and unrepresented employees, attorneys, news media and others as appropriate.

Directs the development and maintenance of the County’s policies designed to ensure fair, equal and impartial treatment of employees, applicants and persons using County services.  Maintains plans and policies including, but not limited to, the Equal Employment Opportunity Policy, Sexual Harassment Policy, Aids Policy, Alcohol and Drug Screening policy  and others. May deal directly with regulatory agencies such as the federal EEOC, state Human Rights Commission, federal Housing and Urban Development and federal Department of Labor.

Administers County benefit plans including leave policies, insurance programs, deferred compensation, Section 125, child care referral, savings bond, retirement, Employee Assistance Program and others.  May deal directly with benefit providers.

Directs the development and maintenance of the County’s organizational development policy and programs to provide a mechanism to help achieve the County’s goals and timetables.  Recommends or approves plans and programs as proposed by steering or advisory committees.

Supervises a staff of professional and technical personnel.  Approves leaves, work schedules, evaluates performance, initiates or approves disciplinary actions, approves hires.

Develops or directs the development and administration of department budget.

OTHER JOB FUNCTIONS
Using computers, generates a variety of reports, policies, letters, memoranda and other written materials for internal use or public distribution.

Makes oral or written reports on departmental operations to the Pierce County Council, County Executive, Personnel Board, Civil Service Commission, community groups and other groups as requested.

Performs other related tasks as required.

KNOWLEDGE, SKILLS AND ABILITIES

Considerable knowledge of the principles, practices and techniques of modern public personnel (human resources) management.  Knowledge of budget, and office, and general management principles and practices.  Knowledge of current literature, trends and developments in the field of personnel management.  Knowledge of current and emerging federal and state laws, regulations and guidelines relating to employment, benefits, labor relations, EEO, affirmative action, civil service, and other related areas.  

Skill in addressing difficult human relations matters, often with angry, distraught, persistent or emotional persons.  Skill in negotiating collective bargaining agreements and other kinds of settlements.  Skill in tactfully explaining or addressing sensitive or controversial matters.

Ability to plan and direct the work of a complex personnel (human resources) program.  Ability to develop, present, and gain acceptance of long range and extensive program plans and budgets.  Ability to plan, assign and supervise to work of professional and technical staff.  Ability to establish and maintain effective working relationship with employees, County administrators and officials, labor representatives, community representatives, reporters and other representatives of the electronic and print media, and others representing diverse ethnic and economic sections of the community.  Ability to express ideas effectively orally and in writing.  Ability to physically perform the essential job functions.  Ability to meet the travel requirements of the position.

RECRUITING REQUIREMENTS
Graduation from a four-year college or university with major course work in public administration, human resources management or a closely related field with at least eight (8) years of progressively responsible human resources management experience including at least three (3) years supervisory and management experience.  Additional education or experience may substitute equally for the recruiting requirements.
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