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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 0292

June 1997
POSITION TITLE:
Director of Human Resources for Secondary Personnel

REPORTS TO:

Chief Personnel Officer

Objective:
To direct the recruitment, selection, processing, maintenance and related human resource activities for certificated secondary personnel.  To plan, implement, and evaluate employee relations and human resources policies, programs, and practices pertaining to certificated secondary personnel.

Essential Functions:

1.
Maintains and updates job requirements and job descriptions for all positions.

2.
Establishes a recruiting and interviewing program; counsels principals and supervisors on candidate selection; conducts and analyzes exit interviews; interviews and selects prospective applicants in accordance with requirements of the State Department of Education; refers newly appointed teachers to vacancies in the secondary schools according to their area of preparation. Evaluates and recommends process changes.

3.
Maintains Secondary Education's Administrative staff: establishes and implements a recruitment and selection process for the principals and assistant principals; plans for the Leadership Academy and the selection of participates, as directed.

4.
Trains recruiters, and plans and participates in visits to local and out-of state colleges, universities, and job fairs to recruit new personnel.

5.
Manages, monitors and recommends, as necessary, teacher resignations; extended leaves of absences; and coordinates employee change-in-status, including workers compensation and ADA, etc., with other HR staff.

6.
Develops and maintains relationships with professors of local colleges and universities who are responsible for student teachers. Visits colleges and universities and tracks the progress of student teachers and administrators.

7.
Coordinates school staffings with the Assistant Superintendent of Secondary Education, and confers with principals regarding appropriate assignments of staff.

8.
Manages summer school staffing, including: recruitment; appointment and assignment of summer school faculty.

9.
Manages the training of principals in the use of the performance appraisal process.  Conducts management conferences and counsels employees and principals. Ensures for on-going implementation of H.B. 1338 and the District's Performance Appraisal Plan.
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10.
Conducts, as directed, investigations of secondary teachers who are subject to termination. Ensures for the accuracy and confidentiality of all information.  Conducts and counsels principals on due process hearings. Recommends the termination of employees.

11.
Manages in legal compliance with federal and state employment laws, including maintenance of employment records. Represents the District at hearings.

12.
Plans and manages the implementation of the teacher transfer process.  Trains principals, teachers, and subcommittees in the process.

13.
Prepares, updates, and recommends human resource policies and procedures.

14.
Maintains historical and current human resource records through an efficient filing and retrieval system.

15. Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; and participating in professional organizations.

16.
Manages and develops staff, including: recruitment, selection, supervision, reward and discipline.

17.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Bachelor's Degree in human resource administration, with a Master's degree preferred. Demonstrated knowledge and experience with State Colorado Teacher Licensure Program and related employment laws. Seven (7) or more years of demonstrated experience handling recruitment, selection, employee relations, unemployment, and compensation of certified staff. Demonstrated hands-on knowledge of various computer hardware and software, including word processing, spreadsheet and data base applications.

Licensure/Qualifying Standards: A current, valid State of Colorado Teacher Certification, with appropriate grade level or subject area endorsement may be required.           

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; safety; security, disaster and other policies procedures and practices.   Demonstrated effective and diplomatic oral and written communication.

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing (to stack, store or retrieve supplies or various office equipment), as directed. Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.

