
FLSA Status:  Exempt    
Grade: 126    Position Revision Date: 10/1/2021 

 
This is a class description and not an individualized job specification.  The class description defines the general character and scope of duties, 
responsibilities, and requirements of all positions in one job classification, but is not all inclusive or totally restrictive.  Reasonably related duties and 
responsibilities may be assigned as necessary at the discretion of management.  Employees will be immediately notified of any changes.  Reasonable 
accommodations will be made to enable qualified individuals with a disability to perform the essential functions. 

 
DIRECTOR OF HUMAN RESOURCES 

 
GENERAL DEFINITION AND CONDITIONS OF WORK:  
Performs difficult professional and administrative work planning, directing, managing, and administering a 
comprehensive human resources program. Work is performed under general supervision of the County 
Administrator. Supervision is exercised over all department personnel. 
 
ESSENTIAL FUNCTIONS/TYPICAL TASKS: 
Planning, directing, organizing, and administering a comprehensive human resources program; 
administering classification and compensation program; managing benefit programs; coordinating 
employee relations; overseeing recruitment and selection activities; administering performance 
management and evaluation program; maintaining records and files; preparing reports. 
 Plans, directs, and coordinates recruitment and selection of County personnel; coordinates administrative 

and supervisory participation in the personnel interview and selection process; recommends qualified 
applications to the County Administrator; extends offer of employment to applicant; 

 Interprets and administers the County’s classification and compensation program; reviews and recommends 
changes to classifications, job descriptions, and pay plans; 

 Administers all benefit programs such as health, dental, vision, life insurance, wellness, retirement, 
deferred compensation, flexible spending, and other benefit plans/programs; 

 Assists with the administration of employee onboarding and separation processes, including employee 
orientation and exit interviews; 

 Ensures compliance with federal and state employment laws, regulations, and procedures; 
 Develops, interprets, and implements personnel policies and procedures; 
 Provides technical guidance and assistance to the Board of Supervisors, County Administrator, 

departments, and constitutional offices; 
 Provides advice and direction on complex personnel issues such as, but not limited to, disciplinary matters, 

EEO matters, pay, and changes in organizational structure; conducts investigations; 
 Contributes to the organization and administration of leadership development, compliance training, and 

organizational development initiatives; 
 Assists in management of workforce planning, develops and contributes to retention, attraction, and 

motivation strategies; 
 Provides analysis and interpretation of data and trends; oversees and participates in the preparation of 

various reports; 
 Develops and implements strategic initiatives for the human resources department; 
 Assigns work; allocates resources; establishes operational priorities for programs and services; 
 Assesses human resources programs and functions for effectiveness; implements changes as needed; 
 Supervises department staff; evaluates work performance of staff; 
 Prepares, executes, and monitors departmental budget; 
 Conducts training sessions on various human resources topics; 
 Works collaboratively with the Department of Finance on risk management activities; 
 Performs related tasks as required. 
 
KNOWLEDGE, SKILLS AND ABILITIES: 
Comprehensive knowledge of the philosophies, principles, and practices of public human resources administration, 
including wage and salary administration, organizational development, employee relations, and benefit administration; 
comprehensive knowledge of state and federal laws related to human resources, with the ability to comprehend, interpret, 
apply, and explain laws, regulation, policies, and related information; thorough knowledge of local government 
organization and administration; comprehensive knowledge of Microsoft Office programs, including Excel, Word, 
and PowerPoint; thorough knowledge of HRIS systems; ability to work independently and meet multiple deadlines; 
ability express ideas effectively both orally and in writing; ability to analyze facts and prepare detailed recommendations 
and reports; ability to plan, supervise, and review the work of subordinates; ability to establish and maintain effective 
working relationships with government officials, supervisors, employees, and the general public; ability to work in a 
fast-paced, interactive, team-oriented environment. 
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EDUCATION AND EXPERIENCE: 
Any combination of education and experience equivalent to graduation from an accredited four-year college or 
university with major course work in personnel management, public administration, or related field and 
extensive experience in personnel management, including supervisory experience.  
 
PHYSICAL REQUIREMENTS: 
This is sedentary work requiring the exertion of up to 10 pounds of force occasionally, and a negligible amount 
of force frequently or constantly to move objects; work requires fingering, grasping, and repetitive motions; 
vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is 
required to perceive information at normal spoken word levels; visual acuity is required for preparing and 
analyzing written or computer data, determining the accuracy and thoroughness of work, and observing general 
surroundings and activities; the worker is not subject to adverse environmental conditions. 
 
SPECIAL REQUIREMENTS: 
IPMA-HR Senior Certified Professional (IPMA-SCP) and/or SHRM Senior Certified Professional (SHRM-
SCP) certifications preferred 
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