
JOB DESCRIPTION

POSITION TITLE


Director Human Resources




REPORTS TO:



Vice President and Treasurer

PRIMARY FUNCTION: 
Manage the delivery of human resources services to the faculty and staff of the college, including staffing, compensation, benefits, employee relations, employment law and immigration.

AREAS OF RESPONSIBILITY:

1. Provide training and direction to supervisors and employees of the college regarding employment law, employee relations, benefits, performance management and separations.  Maintain and interpret college policies and procedures. 

2. Coordinate the delivery and maintenance of the employee benefits programs. This includes interfacing with vendors, benefit attorneys, benefits committee; processing new and exiting employees; inputting employee benefit elections; managing ADA, FMLA, Parental Leaves and worker’s compensation claims. 

3. Facilitate employee relations with supervisors and employees. Assist employees and supervisors with identifying resources to deal with personal and employment concerns. 

4. Serve as the Equal Employment Opportunity Coordinator, Title IX Officer through training and investigation of issues related to discrimination and harassment. Serve as the Privacy Officer for the HIPAA requirements. Function as the liaison between the college and outside legal counsel on these issues.

5. Serve as the Responsible Official for the Exchange Visitor Program by processing visa requests for researchers, visiting scholars and teaching faculty. Act as the liaison between the college and the immigration attorneys. 

6. Supervise and assist with the development of the Human Resources staff.

7. Serve on various committees, including the Benefits Committee, Community Life and Diversity Committee, Health and Wellness Committee, Committee on the Status of Women, and the Service and Support Staff Advisory Committee. Serve as the administrative advisor for Alpha Phi Omega Service Fraternity. 

SUPERVISORY RESPONSIBILITIES: 
Supervise the Assistant Director of Human Resources, the Employment Coordinator and the Human Resources Assistant

CONTACTS:
Frequent contacts with the executives, faculty, staff and retirees. Regular contact with legal counsel and benefit providers. 

EDUCATION: 
Essential:
Bachelor’s Degree 


Desirable:
Advanced training in Human Resources

EXPERIENCE:
Essential:
5-7 yrs. experience in managing a human resources department. 


Desirable:
Private sector experience

KNOWLEDGE, SKILLS, ABILITIES:

Ability to communicate orally and in writing with all levels within the college as well as outside legal, regulatory agencies and benefit providers. Ability to facilitate conflict resolutions, coach and train supervisors, and coordinate benefit assessment and delivery.  Knowledge of labor laws, employment laws, benefit laws and requirements, compensation, and training requirements (FMLA, ADA, FLSA, ERISA, ERTKA, HIPAA, Title IX, Title VII, Cobra, Unemployment Compensation, Worker’s Compensation, Immigration, Social Security).

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:

Office environment

WORK SCHEDULE:
FTE: 1.0


Term: Full Year


Shift: Campus Office Hours

Monday - Friday

APPROVAL:                                                 Roger F. Loftus

DATE:




March 15, 2004.

