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Position Purpose: 

This role performs professional and supervisory duties relating to the direction of all HR functions within 

the HR Department.  Promotes and implements human resource values by planning and managing human 

resources programs and directing staff. Performs all other related work as required.  

 

Essential Functions: 
(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be 

performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related 

or a logical assignment to the position.) 

 

• Develops organization strategies by identifying and researching human resources issues; contributing 

information, analysis, and recommendations to organization strategic thinking and direction; 

establishing human resources objectives in line with organizational objectives. 

• Implements human resources strategies by establishing department accountabilities, including talent 

acquisition, staffing, employment processing, compensation, health and welfare benefits, training and 

development, records management, safety and health, succession planning, employee relations and 

retention, AA/EEO compliance, and labor relations. 

• Manages human resources operations by recruiting, selecting, orienting, training, coaching, 

counseling, and disciplining staff; planning, monitoring, appraising, and reviewing staff job 

contributions; maintaining compensation; determining production, productivity, quality, and customer-

service strategies; designing systems; accumulating resources; resolving problems; implementing 

change. 

• Develops human resources operations financial strategies by estimating, forecasting, and anticipating 

requirements, trends, and variances; aligning monetary resources; developing action plans; measuring 

and analyzing results; initiating corrective actions; minimizing the impact of variances. 

• Accomplishes special project results by identifying and clarifying issues and priorities; communicating 

and coordinating requirements; expediting fulfillment; evaluating milestone accomplishments; 

evaluating optional courses of action; changing assumptions and direction. 

• Supports management by providing human resources advice, counsel, and decisions; analyzing 

information and applications. 

• Guides management and employee actions by researching, developing, writing, and updating policies, 

procedures, methods, and guidelines; communicating and enforcing organization values. 

• Complies with federal, state, and local legal requirements by studying existing and new legislation; 

anticipating legislation; enforcing adherence to requirements; advising management on needed actions. 

▪ Updates job knowledge by participating in conferences and educational opportunities; reading 

professional publications; maintaining personal networks; participating in professional organizations. 

Enhances department and organization reputation by accepting ownership for accomplishing new and 

different requests; exploring opportunities to add value to job accomplishment.  

▪ Performs all other duties as required. 

 

Recommended Minimum Qualifications: 

 

Education, Training and Experience: 

Bachelor's Degree in business or public administration or a related field; Seven to ten (7-10) years of 

related work experience; or any equivalent combination of education, training and experience which 

provides the required knowledge, skills and abilities to perform the essential functions of the job. 

 

Knowledge, Ability and Skill: 
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Knowledge: Knowledge of word processing and spreadsheets. Knowledge of commonly used human 

resources concepts, practices and procedures. Working knowledge of federal laws pertaining to HR. 

Working knowledge of municipal benefits. 

 

Ability:  Ability to maintain effective working relationships with others. Must be accurate, thorough and 

well organized in working with detailed information; takes initiative to assure timely compliance with 

deadlines and the resolution of pending matters. Ability to maintain tact and discretion in challenging 

situations and interactions with employees. Ability to maintain confidential information and to respond 

quickly to unexpected project with short deadlines or changes in important procedures. 

  

Skill:  Strong organizational and interpersonal skills. Strong communication skills; demonstrates a highly 

proficient use of computers, office automation, and other department specific computer applications, skill 

in all of the above listed technologies.   

 

Physical Requirements: 
The physical demands described here are representative of those that must be met by an employee to successfully perform the 

essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

This position works at a desk; moves around inside office to access file cabinets and office machinery; and 

traverse stairs, occasionally lifts objects weighing up to 10 pounds, such as supplies, folders, and books, 

operates a keyboard and calculator at efficient speed and views computer screen for extended periods of 

time. Requires the ability to recognize and identify differences between colors, shapes and sounds 

associated with job-related objects, materials and tasks.  

 

Supervision: 

Supervision Scope: The employee is familiar with the work routine and uses initiative in carrying out 

recurring assignments independently.  

 

Supervision Received:  Works under the direct supervision of the Mayor. 

 

Supervision Given: Manages a team of HR professionals.  

 

Job Environment: 

▪ Majority of work is performed under typical office conditions; the noise level is moderate. 

▪ Has frequent contact with city department heads, employees, retirees, brokers, insurance 

representatives, vendors and other municipal Personnel/HR departments.  Contacts are in person, by 

telephone and in writing by email, fax or correspondence. 

▪ Has access to confidential employee records. 

▪ Errors could result in delays or loss of service, monetary loss, and legal ramifications. 

 

  
This job description does not constitute an employment agreement between the employer and employee,  and is subject to 

change by the employer as the needs of the employer and requirements of the job change. 


