
 SEQ CHAPTER \h \r 1JOB DESCRIPTION
Date Prepared: June 2018
Position Title: Human Resources Manager
Department: Human Resources
Supervisor: County Administrator
Position Overview: Under the supervision of the County Adminstrator, the Human Resources Manager works as an integral member of the County Management Team dealing with all aspects of Human Resources.  Conducts specific research projects, prepares reports and recommendations and performs related work as required.  Provides guidance to all elected and appointed department heads.  Provides administrative oversight for Human Resources programs, services and activities including employee relations, recruitment, benefits and compensation analysis.
Reporting Positions: 

Working Environment: Work is performed primarily in County offices and regularly includes travel to all other county facilities.

Qualifications: 

1. Education and Experience - Associate Degree in human resources, public administration or a related field and two years of public sector Human Resources experience.
2. Equipment used - Personal computer, telephone, copy machine, fax machine, personal electronic devices and other office equipment, automobile.
3. Knowledge and ability to use accepted human resource theories, techniques and practices in the administration of the personnel system.

4. Skill and ability to establish and maintain effective working relationships with department heads, elected officials and county employees.

5. Ability to make independent decisions and solve problems pertaining to human resources.

6. The ability to learn and utilize the software necessary to perform all tasks.

7. The ability to explain complex issues in situations which are sometimes adversarial.

8. Ability to effectively use oral and written communication in the performance of duties and responsibilities.

10.
Ability to learn and implement County procedures, regulations and requirements

with respect to procurement, budget, safety, operations and organization.

Job Duty Outline:
I. Manage the human resource systems of Morrow County.
A. Develop, maintain and manage the personnel policies.
1. Recommend new policies to Finance Director as needed.
2. Communicate changes in policy to management and employees.
3. Interpret policies for management and employees.
B. Maintain personnel files for all County employees.
C. Develop and modify job descriptions for all County positions.
D. Administer drug testing program.
E. Provide assistance, collaboration and consultation to department heads and supervisors.
1. Personnel problems, including discipline issues.
2. Staffing needs.
3. Performance Appraisals
4. Identify and develop training requirements
F. Manage benefits functions. Recommend changes and updates as needed.  Stay up to date on current and proposed legislation that will affect employees and their benefits.  Assure all reporting for benefits is completed in a timely manner.
1. Health Insurance

2. Disability Insurances

3. Retirement Program

G. Manage Workers Compensation program.  File claims as needed and follow up.  Participate in Safety Committee and encourage safety programs for supervisors and employees.  Assure reporting is completed in a timely manner.
II. Manage and maintain the County compensation program.
A. Manage and maintain the classification system.
1. Facilitate and guide classification process.
2. Communicate results to employee, supervisor, union and/or BOC.
3. Assist with appeals process.
B. Conduct market research on salary and benefits and compile, analyze and apply the results.
C. Calculate salaries for new and modified positions.
III. Manage and assist with the recruitment and selection of County employees.
A. Coordinate recruiting plan with supervisor for specific positions, as required.
B. Assist managers with establishment and approval of new positions.

C. Prepare recruitment announcements for position vacancies. 

D. Send out and receive job application forms.
E. Develop screening criteria (minimum qualifications, requisite license, certification, degree, etc.)

F. Develop applicant testing processes.

1. Establish cut-off scores.

2. Establish other testing requirements as needed such as drug testing, physicals, CDL testing, etc.

G. Manage the personal interview process, including development of interview forms, and preparation of interview panel members.

H. Coordinate the hire (job offer, rejection letters, hire date).

I. Conduct new employee orientations.
IV. Other Functions
A. Coordinate special projects at the direction of the Finance Director.
B. Attends BOC meetings as requested.
C. Any employee may be required by their manager to perform any of the duties described in their position description, and other duties which may be necessary or desirable and for which they are qualified.

D. Respond to difficult and sensitive public inquires and complaints and assist with resolutions and alternative recommendations.

E. Reviews and signs all Payroll Change and Personnel Action forms.
V. Department Organization
A. Communicate with employees from other departments and agencies in order to coordinate and implement the work program.
B. Communicate with members of the general public in order to coordinate work programs and provide appropriate information about county activities.
Essential Job Functions:

Physical:
1. Occasional lifting of heavy files, office re-arrangement.

2
Occasional driving required.

3.
Ability to operate a personal computer and personal electronic devices to retrieve and enter data and information.

4.
Regular and predictable attendance.

5.
Ability to sit for extended periods of time.


Mental:
1. Ability to handle stressful situations when interacting with the public and/or County employees.

2. Ability to think pro-actively in employee relations and anticipation of needs.

3. Ability to read, write and comprehend English.

4. Ability to perform basic math functions.

5. Ability to comprehend complex issues and commit these issues to writing.

6. Ability to maintain confidentiality. 
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