
JOB DESCRIPTION

POSITION TITLE



Associate Director, Human Resources

REPORTS TO:



Director, Human Resources

PRIMARY FUNCTION: 
This position serves as second in command of the Human Resources Office. Primary responsibility for the College’s Classification and Compensation program, Staff Evaluation and Development, with designated recruitment responsibilities. 

AREAS OF RESPONSIBILITY:

1. Management of the classification and compensation for non-faculty employees, administration of the annual salary increase program within budgetary guidelines set by the College, classification of new and existing positions, tracking staff headcount and salary budgets.

2. Manage requests for compensation survey information. Analyze survey information and provide recommendations for Pay and Range adjustments.

3. Provide staffing/recruitment services to selected divisions within the college.

4.  Manage and administer annual Performance Review process for all Staff employees.

5. Consult and advise on employee relation issues.

6. Other special projects as assigned.

SUPERVISORY RESPONSIBILITIES: 
Provide daily work direction to support staff for special projects/work assignments.

CONTACTS:
Internal: President and Cabinet, Faculty and Staff


External: Legal Council, College Associations, survey vendors and general public.

EDUCATION: 
Essential:
College Degree (B.A.)  


Desirable:
Course work in Human Resources.

EXPERIENCE:
Essential:
Minimum 5 years of Human Resource experience with part of those years in a higher education environment.


Desirable:
Working experience in classification and compensation, employee relations, conflict resolution, and employment law. 

KNOWLEDGE, SKILLS, ABILITY:

· Developed an expertise and be recognized as an internal resource in some significant area of Human Resources.

· Knowledge and regard of St. Olaf culture with self-confidence as evidenced by the ability to voice or present new ideas at all levels.

· Initiative as evidenced by the ability to take immediate action and act independently in the absence of the Director of Human Resource when directed or called upon.

· Must maintain high level of confidentiality. 

· Must be able to work with a broad range of constituents including President, Vice-Presidents, faculty and staff. 

· Strong speaking and presentation skills.

· Proficiency in MS Office, Word, Excel, Access, PowerPoint.

PHYSICAL DEMANDS:
None

WORKING ENVIRONMENT:

Normal Office Environment.

WORK SCHEDULE:
FTE: 1.0


Term: Full Year



Shift: Campus Office Hours 8:00am – 5:00pm, Monday-Friday

APPROVAL:




Roger Loftus, Director of Human Resources

DATE:




September 2008
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