COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
DIRECTOR - HUMAN RESOURCES

PAY GRADE:
A-15

OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBILITY:

To provide leadership and administration for the college’s human resource functions.  Responsibilities include the computerization of personnel activities.  Responsible for the recruitment process including developing creative avenues to recruit underrepresented faculty and staff.

PREREQUISITES FOR POSITION (Qualification Standards):
1.
Education or training: Masters degree required; major course work in Human Resources, Business Administration, Personnel Administration, Educational Administration or a related field preferred.

2.
Experience in field: Five years experience in a supervisory capacity preferred.  Previous experience in automating departmental processes may be substituted for a maximum of two years of the required college training.

3.
Special skills or abilities related to position: Positive human relations’ skills.  Demonstrated competence in office management.  Must possess exceptional writing skills and a broad knowledge of the fields of office management and computer services.  Demonstrated ability to communicate effectively.  Knowledge of state, federal laws relating to employment issues and equity issues.

ESSENTIAL JOB FUNCTIONS:
I.
Responsible for administration of THE Human Resources Department, employee relations and employee benefits program.

2.
Assist in planning employee performance reviews, training and development programs.

3.
Responsible for updating and distributing an employee handbook.

4.
Responsible for maintenance, update, review and recommendation of position classification system and job descriptions.

5.
Responsible for implementing, maintaining, updating, and reviewing personnel applicant database.

6.
Act as contact person for the College regarding Optional Retirement Program.

7.
Responsible for new employee orientation program.

8.
Act as liaison with Information Technology Department in production of Human Resources Management data bases and other relative human resource records.
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ESSENTIAL JOB FUNCTIONS (Continued):

9.
Establish procedures for record scanning, retention, and disposal.

10.
Assure all personnel records for both current and former employees of the College comply with auditor/SACS regulations.

11.
Review and revises the College recruitment and hiring processes.

12.
Establish procedure for varying length of service to the College for employee recognition program.

13.
Review Human Resources Manual for changes and updating.

14.
Works collaboratively with the Equity Officer to assure equal access/equal opportunity compliance.

15. Review and recommend strategies to increase employment participation of underrepresented groups to include annual reports on the college’s progress.
16. Has overall responsibility for the personnel recruitment process.

17. Works collaboratively with the Equity Officer in development of the Annual Equity Update, and other college wide activities.

18. Responsible for the ongoing maintenance of the department website.

19. Serves as the college representative for Unemployment compensation cases.

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

· Walking

· Standing

ENVIRONMENTAL CONDITIONS:
· Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.) 

PRIMARY LOCATION OF JOB:

Building I (Founders Hall), Ocala Campus
SUPERVISOR OF POSITION:
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