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HUMAN RESOURCES DIRECTOR

DISTINGUISHING FEATURES OF THE CLASS:  This is a key administrative position in County government, responsible for directing the operation of the Human Resources Department, including planning, implementation and evaluation of all policies and functions relating to County employees, labor relations, affirmative action, employee training, and compensation plans.  The duties are performed with considerable independence and exercise of judgment within the confines of the applicable state and federal laws and policies established by the County Legislature.  Direct and general supervision is exercised over human resources staff.  The employee works under the general direction of the County Administrator.  Does related work as required.  

TYPICAL WORK ACTIVITIES:
Establish and promulgate the Schuyler County Policies and Procedures for all County employees, subject to final approval of the Legislature;

Represent the County in dealing with the public, government officials and professional groups on personnel-related matters;

Act as Co-Chief Negotiator with the County Administrator for union contract negotiations including research, proposal development, compliance with changing laws, etc.;

Administer provisions of agreements on behalf of the County with recognized bargaining unit employee representatives concerning conditions of employment, wages, employee sick leave, vacation, health insurance, retirement and such other matters as may come before the Human Resources Director, make reports and recommendations to the County Administrator and Legislature as may be appropriate;

Oversee the maintenance and storage of all County employee time records including sick leave, personal leave and vacation leave, make determination when questions arise on the computer record maintained by Treasurer and the employee’s claim;

Coordinate all employee claims of discrimination, harassment, or improper practice; thoroughly investigate; and make recommendation on matter;

Administer labor relations program including processing of grievances, interpreting labor contracts and advising department heads on labor matters.  Conduct conferences with employees and union representatives in disputes that could lead to an unfair labor practice charge or an employee grievance;

Serve on grievance committee and advise Chairman of the Legislature during grievance process;

Administer compensation plan, classification and grading system for County employees, periodically conducting surveys on prevailing wages and fringe benefits; recommend adjustments to the County Legislature for the purpose of eliminating inequities, recruiting difficulties and employee turnover;

Report monthly to the Management and Finance Committee of the County Legislature;

Advise new employees of County policies and procedures, process required new employee paperwork and conduct new employee orientation, as well as exit interviews for all employees leaving County employment;

Take appropriate action as a result of serious or repeated complaints given during exit interviews (ex. initiate counseling);

Serve as an advisor to the County Administrator, County Legislature, department heads, union representatives and employees on various issues as they relate to personnel, union contracts and 
County Policies and Procedures, as well as the applicable Federal and State laws; interpret rules and procedures for consistent application;

Research and advise the County Administrator and the Legislature on the development and progress of programs, impact of proposed decisions, organizational changes and legislation affecting personnel functions;

Assist the County Administrator with administration of the Management/Confidential Salary Plan; serve as facilitator of the Appraisal and Appeals Committees for performance appraisal of management/confidential employees;

Represent the County in hearings for Workers Compensation, Public Employee Relations Board (PERB), Unemployment Insurance and Americans with Disabilities Act;

Administer the County’s Affirmative Action Program, serve as Affirmative Action Officer;

Coordinate and maintain official personnel record for all mandated and non-mandated training and development, safety, health and counseling for employees;

Administer the Fair Labor Standards Act, Americans with Disability Act, and Family Medical Leave Act;

Administer continuation of health insurance benefits for employees under the Consolidated Omnibus Budget Reconciliation Act (COBRA) and the Health Insurance Portability and Accountability Act of 1996 (HIPPA);

Direct the day-to-day operation of the Human Resources Department and supervise all employees of the Department;

Maintain the official personnel record of each County employee;

Prepare annual departmental budget for Legislative approval and manage budget appropriations in a fiscally responsible manner;

Prepare annual report of activities to submit to the Legislature.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:
Thorough knowledge of the principles, practices, and techniques of human resource administration;

Good knowledge of public administration as it applies to local government;

Good knowledge of principles and administrative supervision; 

Good knowledge of the laws affecting employment and labor relations; 

Working knowledge of State Civil Service Law and local Rules and Regulations;

Skill in analyzing job requirements, supervisory practices, disciplinary practices, union contracts, and employer policies from an anti-discrimination perspective;

Skill in presenting labor arbitration cases, disciplinary cases, employment-related appeals and other quasi-judicial proceedings;

Ability to analyze and assess training needs and to provide training programs to address said needs;

Ability to manage and supervise an office and prepare budgetary materials;

Ability to communicate effectively both orally and in writing; 

Ability to analyze and resolve complex problems regarding Human Resources and employee benefits matters; 

Ability to plan, organize and evaluate the work of others;

Ability to establish and maintain effective working relationships requiring confidentiality, courtesy, tact and discretion with employees, officials and the public; 

Ability to work independently in carrying out the duties prescribed by law, custom, common practice and direction of the County Administrator; 

Ability to use computerized office management tools; 

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:

A.  Graduation from a regionally accredited or New York State registered college or university with a Master’s degree in Business Administration or Human Resources Management and one year of professional experience in public human resources administration which included activities such as recruitment and selection, job evaluation and classification, benefits administration, and labor relations; or

B. 
Graduation from a regionally accredited or New York State registered college or university with a Bachelor’s degree in Business Administration or Human Resources Management and three years of experience in administration or management, two years of which must include experience as described in A; or

C. Graduation from a regionally accredited or New York State registered college or university with an Associate’s degree in Business Administration or Human Resources Management and 5 years of experience in administration or management, two years of which must include experience as described in A; or

D. 
Graduation from high school or possession of an equivalency diploma and 7 years of experience in administration or management, two years of which must include experience as described in A.
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