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Job Description

HUMAN RESOURCES MANAGER

Reports To:  Board of County Commissioners (“Board”)   FLSA Status:  Exempt, Adm. & Exec.
Salary: $48,000 - $52,000 DOE
Supervisory Responsibility:  			          At-Will Employee

GENERAL STATEMENT OF DUTIES:  Develop, coordinate and administer a comprehensive human resource policy and program for Elmore County (the “County”); serve as an advisor on human resource matters; supervise human resource staff and functions for the County; and perform related duties as required.  Perform centralized purchasing for the County.  Draft grant applications and monitor grants as needed.  Also serves as the safety officer for the County.

PRIMARY JOB RESPONSIBILITIES:
· Develop, administer and maintain a comprehensive human resource policy and program for the County;
· Oversee the County’s recruitment and hiring of employees;
· Monitor official personnel files, which are maintained and retained in the County Clerk’s Office;
· Oversee the County’s position classification program and compensation plan;
· Oversee the County’s employee retention program, including conducting or reviewing exit interviews;
· Oversee the County’s training and development programs;
· Ensure compliance with state and federal laws, regulations, and County policies;
· Direct and supervise human resource staff;
· Plan and carry out human resource functions;
· Work with elected officials, department heads, and managers to address human resource needs and resolve issues;
· Review and establish class specifications and job descriptions, including minimum qualifications;
· Establish and manage employee benefits for the County, including maintaining working relationships with the benefit managers for Blue Cross, AFLAC, PERSI and others, and the preparation and distribution of benefit packets to employees and coordination with payroll regarding benefits;
· Serve as the County’s Equal Employment Opportunity and Civil Rights Officer;
· Work with legal staff and managers to respond to FLSA, EEOC and IHRC charges;
· Investigate employee complaints, harassment and discrimination claims, unemployment compensation claims and worker’s compensation claims;
· Recommend and review to the County Clerk, the personnel department budget;
· Provide necessary training for County employees at the direction of the Board, including ICRMP required or recommended training;
· Make recommendations to the Board regarding human resource‑related requests; 
· Perform central purchasing functions for the County, including competitive bidding;
· Draft grant applications at the direction of the Board;
· Monitor and administer grant awards and reporting; 
· Oversee the County Sick Leave Bank program; and
· Serve as safety officer for the County.  Develop and provide training for County employees for the on the job safety programs.  Monitor and administer the County Worker’s Compensation Insurance Program and claims under the Worker’s Compensation Act.

ADDITIONAL EXAMPLES OF WORK PERFORMED:
· Participate in interview panels for management and selected staff-level positions;
· Draft and oversee the establishment, maintenance and distribution of the personnel policy; and
· Perform other duties as required.
· Works closing with the payroll department, Prosecutor’s Office and other departments of the County.
· Prepare and distribute employee packets to new employees.

JOB SPECIFICATIONS:
· Bachelor’s degree in Human Resource Management, Business Administration, Organizational Development or a related field and three (3) years experience in Human Resources or Organizational Development; or equivalent.
· Minimum of two (2) years of supervisory or management experience;
· Professional certification of PHR (Professional in Human Resources) or SPHR (Senior Professional in Human Resources) preferred;
· Knowledge of best practices and principles of human resource management and administration;
· Knowledge of applicable employment laws or regulations, including ADA, FLSA, FMLA, and Title 7 of the Civil Right Act;
· Knowledge of the principles and practices of recruitment, classification and compensation, employee relations, organizational development and performance management;
· Knowledge of effective employee supervision and motivation practices;
· Knowledge of personal computers and various Microsoft Office products;
· Skill in communicating with culturally diverse populations;
· Ability to interpret policies and procedures and explain complex information to others;
· Ability to compile data and information for reports, compose letters and memoranda, and make presentations;
· Ability to communicate effectively verbally and in writing and exercise tact and discretion;
· Ability to mediate disputes, deescalate conflict, and effect change;
· Ability to maintain confidentiality of sensitive employee issues and records;
· Ability to work under own initiative and utilize a significant amount of independent judgment;
· Ability to effectively lead and manage others;
· Ability to work with elected officials, department heads, employees, vendors and the public; and
· Ability to work as part of a team to accomplish the County’s and departmental goals.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
· Work is performed primarily in an office environment and the employee in this class is subject to inside environmental conditions;
· Requires sitting at a desk for long periods of time, up to 8 hours, and ability to lift up to 20 lbs.; and
· Requires sufficient personal mobility and physical reflexes to permit the employee to function in a general office environment and accomplish tasks.

DISCLAIMER:
To perform this job successfully, an individual must be able to perform the primary job responsibilities with or without reasonable accommodation.  The above statements are intended to describe the general nature and level of work being assigned to this job.  They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of individuals in the job.  This job description is not an employment agreement and/or an express or implied employment contract.  The Board has the exclusive right to alter this job description at any time without notice.
