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HUMAN RESOURCES DIRECTOR

DEPARTMENT: EXECUTIVE EXEMPT

GENERAL DESCRIPTION:

Under the general direction of the Town Manager performs highly responsible,
professional, administrative and supervisory work managing the Town's Human Resources
program, and assisting and supporting other administrative functions. Responsible for
planning, organizing, and directing the activities related to Human Resources and for
establishing, interpreting and advising senior and line management on human resources
policies and procedures. Exercises a high degree of discretion, initiative and independent
judgment.

ESSENTIAL JOB FUNCTIONS:

1. Oversees the Town's comprehensive Human Resources program, including all
aspects of Human Resources Management and Personnel Administration including:
recruitment, selection, placement, retention, and separation; position classification,
job descriptions, wage and salary administration, evaluations, in-service training,
management development, worker's compensation, personnel record keeping,
Town's Drug Free Workplace program, and safety programs.

2. Exercises leadership and provides advice in the development and implementation
of human resources, policies, procedures and programs.

3. Develops, manages and carries out programs and tasks to improve employee and
organizational effectiveness and to meet goals, including recruitment and selection,
performance management, training and development, employee/labor relations,
classification and compensation, benefits administration, safety and wellness.

4. Administers worker's compensation functions.
5. Consults with the Town Manager and department directors in order to make

recommendations regarding department organization and staffing requirements.
6. Assists in preparing department budget.
7. Prioritizes activities.
8. Serves as liaison with all departments' management, senior management and

employees as interpreter of personnel rules and policies, union contracts, laws and
legal issues related to Human Resources Management.

9. Advises, counsels, informs and recommends solution to management and
employees on Human Resource matters.

10. Conducts and/or oversees investigations and research projects.








