SOUTH SIOUX CITY COMMUNITY SCHOOLS
DIRECTOR OF HUMAN RESOURCES
Reports to: 

Superintendent
Classification: 

Non-Certified
FLSA Status:

Exempt

Terms of Employment: 
Days according to school calendar as approved by board policy
Evaluation: 

Performance in this position will be evaluated regularly by the supervisor 




and in accordance with Board Policy

Compensation:

Reviewed and established annually by the Board of Education
JOB SUMMARY
The Human Resource Coordinator develops policy and directs and coordinates human resources activities, such as employment, compensation, labor relations, training, and employee services by performing the following duties personally or through subordinates.
PERFORMANCE RESPONSIBILITIES
· Has solid knowledge of applicable federal and state labor laws.
· Possess advanced knowledge of personnel policies and practices.

· Possesses expert project management and consultative skills in addition to excellent verbal and written communication and counseling skills.

· Demonstrates analytical and problem-solving skills, the ability to focus on details and strong PC spreadsheet experience.

· Demonstrates ability to handle multiple priorities in a highly transactional, fast-paced environment.

· Has proven ability to communicate and work with people in a team environment.

· Coordinates HR policies and programs with emphasis on ensuring that the District is in full compliance with applicable laws and regulations.

· Develops implements and evaluates ongoing HR policies, programs, and functions and activities.
· Ensures all certified and non-certified positions within the district have necessary paperwork for position.

· Directs or assigns the daily administration of other HR services, including but not limited to recruitment and selection, promotions, transfers, contract negotiation and administration, affirmation action/EEO compliance, job classification, performance evaluation, leave administration and employee relations in accordance with quality management principles and overall objectives of the School District.

· Maintains and expands knowledge and understanding of existing and proposed Federal, State and Department of Education laws/regulations affecting human resources management. Identifies trends that could impact the District objectives and/or operational resources. Interprets appropriate laws and policies and advises administration, employees, and retirees accordingly.

· Participates in the investigation and resolution of ongoing employee relations problems, anticipates problems whenever possible, and develops, recommends, and initiates appropriate responses as needed.

· Coordinates benefit program.

· Monitors unemployment claims and assists departments with appeals.

· Monitors workers’ compensation claims and coordinates work between employee and insurance carrier.

· Supervises trains and evaluates assigned staff.

· Participates in internal and external organizations, boards and committees as requested and authorized by appropriate management directives and specific authorities.

· Cooperates and shares professionally with other members of the staff.

· Participates in staff development opportunities to enhance job-related skills and knowledge.

· Consults and advises administrators on a wide variety of sensitive personnel issues (e.g. discipline, hiring, promotions, return to work, etc.) for the purpose of assisting in effective decision making and enforcing all relevant policies, procedures and regulations.
· Coordinates the recruitment process (e.g. advertising vacancies, screening applicants, conducting interviews, making recommendations for hire, new employee orientation, etc.) for the purpose of maintaining a highly qualified staff.

· Investigates grievances and/or complaints from employees (e.g. sexual harassment, pay and/or assignment disputes, etc.) for the purpose of reaching resolutions that provide a healthy work environment.

· Maintains manual and electronic documents, files and records (e.g. background information, personnel files, vacancy listings, applicant tracking, substitute acquisition system; HR website, etc.) for the purpose of providing accurate information in compliance with regulatory requirements and established guidelines.

· Participates in collective bargaining processes for the purpose of assisting district negotiation of labor agreements.

· Performs personnel administrative functions (e.g. hiring, training, supervising, evaluating, providing professional development opportunities, etc.) for the purpose of maintaining adequate staffing, enhancing productivity of personnel and ensuring department/program outcomes are achieved.
· Performs other duties as assigned by Superintendent. 
EDUCATION AND/OR EXPERIENCE

· Possesses Bachelor’s Degree or equivalent or four to ten years related experience and/or training, or equivalent combination of education and experience.
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	Stamina
	
	
	
	
	

	
	1. Sitting
	
	
	
	X
	

	
	2. Walking
	
	
	
	X
	

	
	3. Standing
	
	X
	
	
	

	
	4. Sprinting/Running
	X
	
	
	
	

	
	Flexibility
	
	
	
	
	

	
	5. Bending or twisting at the neck more than the average person
	
	X
	
	
	

	
	6. Bending or twisting at the trunk more than the average person
	
	X
	
	
	

	
	7. Squatting/Stooping/Kneeling
	
	X
	
	
	

	
	8. Reaching above the head
	
	X
	
	
	

	
	9. Reaching forward
	
	X
	
	
	

	
	10. Repeating the same hand, arm or finger motion many times (For example:  typing, data entry, etc.)
	
	X
	
	
	

	
	Activities
	
	
	
	
	

	
	11. Climbing (on ladders, into large trucks/vehicles, etc.)
	X
	
	
	
	

	
	12. Hand/grip strength
	X
	
	
	
	

	
	13. Driving on the job
	
	
	X
	
	

	
	14. Typing non-stop
	
	X
	
	
	

	
	Use of Arms and Hands
	
	
	
	
	

	
	15. Manual dexterity (using a wrench or screwing a lid on a jar)
	
	X
	
	
	

	
	16. Finger dexterity (typing or putting a nut on a bolt)
	
	X
	
	
	

	
	Lifting Requirements
	
	
	
	
	

	
	17. Lifting up to 10 pounds (Mark all that apply)
	
	
	
	
	

	
	Floor to waist
	
	X
	
	
	

	
	Waist to shoulder
	
	X
	
	
	

	
	Shoulder to overhead
	
	X
	
	
	

	
	18. Lifting 11 to 25 pounds (Mark all that apply)
	
	
	
	
	

	
	Floor to waist
	X
	
	
	
	

	
	Waist to shoulder
	X
	
	
	
	

	
	Shoulder to overhead
	X
	
	
	
	

	
	19. Lifting 26 to 50 pounds (Mark all that apply)
	
	
	
	
	

	
	Floor to waist
	X
	
	
	
	

	
	Waist to shoulder
	X
	
	
	
	

	
	Shoulder to overhead
	X
	
	
	
	

	
	20. Lifting 51 to 75 pounds (Mark all that apply)
	
	
	
	
	

	
	Floor to waist
	X
	
	
	
	

	
	Waist to shoulder
	X
	
	
	
	

	
	Shoulder to overhead
	X
	
	
	
	

	
	21. Lifting 76 plus pounds (Mark all that apply)
	
	
	
	
	

	
	Floor to waist
	X
	
	
	
	

	
	Waist to shoulder
	X
	
	
	
	

	
	Shoulder to overhead
	X
	
	
	
	

	
	22. Can load/items weighing over 50 pounds that are lifted or carried be shared, or reduced into smaller loads?
	X
	
	
	
	

	
	Pushing/Pulling
	
	
	
	
	

	
	23. 25 to 50 pounds
	X
	
	
	
	

	
	24. 51 to 75 pounds
	X
	
	
	
	

	
	25. 76 to 90 pounds
	X
	
	
	
	

	
	Carrying
	
	
	
	
	

	
	26. 10 to 25 pounds
	
	X
	
	
	

	
	27. 26 to 50 pounds
	X
	
	
	
	

	
	28. 51 to 75 pounds
	X
	
	
	
	

	
	29. 76 to 90 pounds
	X
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