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	Department:
Reports to:
	Administration
City Manager
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	May 2022


GENERAL PURPOSE: The Human Resources Professional is responsible for providing a variety of Human Resource services in support of the day-to-day operations and activities of the city. This role assists the department heads with recruitment, record maintenance, payroll processing, answering benefit questions for employees as well as facilitates open enrollment. The Human Resources Professional works closely with all levels of employees within the city and must demonstrate a high level of trust, confidentiality, good judgment, and collaboration. Duties include, but are not limited to, assisting with the development of human resources policies, advising managers, supervisors, and employees on the proper conduct of coaching, corrective and discipline systems, as well as critical workplace policies such as anti-harassment and discrimination; holding grievance hearings and issuing formal written decisions, interpreting union Collective Bargaining Agreements, City policies and employment laws, conducting workplace and EEO investigations and providing recommendations for resolution, developing and facilitating training presentations. Must have excellent communication and inter-personal skills and the ability to effectively facilitate discussions between individuals and groups with differing opinions. Must be able to articulate decisions to all parties in a clear and concise manner. 
PRIMARY DUTIES AND RESPONSIBILITIES:

The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all team members in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.

· Maintains knowledge of human resources trends and employment legislation and interprets and ensures the City’s personnel policies are in compliance with federal, state and local laws, rules, and regulations.
· Develops and directs the implementation of goals, objectives, policies, procedures, and work standards as assigned.

· Annually reviews and makes recommendations to the City Manager for improvements to the City’s policies, procedures and practices on personnel matters.

· Communicates all changes in the City’s personnel policies and procedures to Department Directors and employees.
· Collaborate and assist Department Heads in carrying out their responsibilities on personnel matters, including, but not limited to, creating and/or updating job descriptions, the recruiting and hiring process, new employee orientation and onboarding, disciplinary actions, workplace investigations, terminations, FMLA, workers’ compensation, annual reviews, employee development and training, employee vacation maximum accrual notices and exit interviews to determine reasons behind separations.
· Review all personnel action requests.
· Explains, justifies and defends department programs, policies and activities; negotiates and resolves sensitive and controversial issues.

· Responds to requests for information from community residents, businesses, and other outside agencies; responds to and resolves difficult and sensitive citizen inquiries and complaints.
· Prepare and maintains a variety of files, logs, spreadsheets, and records including those pertaining to investigations, complaints, and recruitments. 

· Administers employee benefits’ programs, including but not limited to, employee benefit enrollment and qualifying event enrollment changes. 
· Reviews all employee timesheets for proper approvals.

· Reviews and prepares all insurance invoices for payment.
· Initiates and leads the annual update to the city’s salary plan in coordination with the Finance Director. 
MINIMUM QUALIFICATIONS:

Education and Experience:

An accredited bachelor’s degree with an emphasis on Human Resources Management, Public Administration, or equivalent and 3 years of professional human resources experience in a business or public sector organization, including 2 years at the level of a Human Resources Specialist.  
Required Licenses or Certifications:

Preference given for experience in dispute resolution or conducting workplace investigations and IPMA-HR, SHRM, or PHR certification.
Required Knowledge of:

· Broad knowledge and experience in employment law, compensation, organizational planning, organization development, employee relations, safety, and training and development.

· Above average oral and written communication skills.

· Excellent interpersonal and coaching skills.

· Demonstrated ability to serve as a successful participant on the executive management team that provides company leadership and direction.

· Demonstrated ability to interact effectively with City Leadership, Elected Officials, and constituents.

· Excellent computer skills in a Microsoft Windows environment. Must include Excel and skills in database management and record keeping.

· Experience in the administration of benefits and compensation programs, extensive knowledge of current ADA, EEO, FMLA, FLSA and ACA rules and regulations, position classification, job analysis, merit systems and other Human Resource programs.

· Evidence of the practice of a high level of confidentiality.

· Excellent organizational skills.

Required Skill in:

· Utilizing personal computer software programs and other relevant software affecting assigned work and in compiling and preparing spreadsheets. 

· Establishing and maintaining effective working relationships with staff, management, vendors, outside agencies, community groups and the general public. 

· Planning, directing, and coordinating various administrative and human resources functions.
· Interpreting and administering policies and procedures within assigned area sufficient to administer, discuss, resolve, and explain them to staff and other constituencies. 

· Preparing and analyzing complex data and numerical computations and comprehensive reports.

· Maintaining confidentiality and communicating with tact and diplomacy.

· Administering the assigned programs and services.

· Responding to inquiries and effective oral and written communication.

· Applying program/project management techniques and principles.

· Communicating effectively verbally and in writing.

Physical Demands / Work Environment:  
· While performing the responsibilities of the Human Resources Director's job, the employee is required to talk and hear. The employee is often required to sit and use their hands and fingers, to handle or feel.

· Work is performed in a standard office environment; may be required to travel to various sites, locations and/or events/conferences.
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